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This  circular  provides  a  suggested  opera.ting  technique  for 
an  intensive  survey  in  the  fie].d  of  Heal  Estate  Activity  and  makes 
possil)le  an  intensive  analysis  of  materials  ga.thored  in  this  survey 
and  in  the  limited  survey  outlined  in  Circular  ITo.  3  of  this  series. 
Initiation  of  this  intensive  survey  is  dependent  upon  comr.letion,  or 
substantial  progress  in  the  operation  of  the  earlier  pro.joct. 

It  is  hoped  that  the  suggestions,  as  far  as  they  are  pertinent, 
will  serve  as  a  guide  to  succe^^sfnl  project  o^ieration  and  will  increase 
thf  competence  of  the  technical  supervision. 

The  prosedures  presented  herein  are  not  mandatory.  Local 
conditions  and  legal  requirements  may  necessitate  si^me  changes.  It 
has  been  demonstrated,  however,  tiia.t  th:S0  procedures  and  forms  are 
adequate  to  accomplish  the  stated  oo.iectivcs  of  such  a  survey. 

These  procedures  relate  only  to  the  technique  of  project 
operation.  Nothing  in  this  circulpr  is  to  ho  construed  as  affecting 
or  modifying  in  a:iy  way  administrative  procedures  of  the  Works  Progress 
Administration. 


Harry  L.  Hopkins 
Ar'ministrator 


50DU 


Frefare 


CONTSIJTS 


yOLUl>ffi  I 


Nature  of  project  2 

General  objective  2 

Types  of  data  ootaired  and  their  uses  4 

Sponsors  of  project  11 

Review  of  sources  of  data 13 

Personnel  and  costs  15 

Instructions  to  supervisors  ]9 

General  instructions  19 

Forms  to  be  used  and  sources  of  data  20 

General  operating  problenis  22 

Summary  of  procedural  st  3r-s  25 

Appendix  A  -  Detailed  Instructions 
(for  use  of  -oroject  staff) 

Transcription  28 

General  transcription  instructions 28 

General  instructions  for  filling  Tax  Appraisal 

Schedule ,  ?orm  D  31 

Sample  instructions  for  filling  Ta::  Appraisal 

Schedule ,  Form  D  45 

Editing  53 

General  editing  instructions  62 

Editing  Tax  Appraise!  Schedule,  Eorm  D  62 

Coding 64 

Coding  Tax  Apprpisal  Schedule  ,  Eorm  D  64 

Preparation  of  Parcel  Location  List,  Perm  S  65 

General  proced-ores  for  cross-indexing oo 

Propp.ration  of  annexation  list 57 

Establishing  tabulation  areas  and  districts  67 

Filling  Parcel  Location  List ,  Por:.!  E  58 

Preparation  of  schedule  file  71 

Interrelationship  of  schedules  71 

Basic  elements  of  filing  72 

Examples  of  filing  methods  73 


13550 


Page 

Correlation 75 

Nature  and  purpose  of  correlation  75 

Correlating  Ta:-:  Apprai  sal  Schedule,  Form  D  77 

Correlating  Deed  Sf^hedulr ,  ?orn  A 32 

Corr9la.ting  Sheriff's  Deed  or  ?or:-closure  Schedule, 

Form  3  9'' 

Correlating  Mortg-^-ge   Schedule ,   Form  C    . 97 

Sunmarizing  forms   in::luiing  more   than  one   uarcel    ....  101 

Aprendix  E  -  ?r,csimilies   of   Schedules 

Schedules    105 

VOLUIvE   II:      [TABULAriOII  IIISTSUCTICIIS 

Tahulat ion  1 

General  taoulatin.^  instruction?  1 

Tahulating  data  from  Leea  Sch-^dule,  Form  A ? 

Tahulr.ting  data  from  Sheriff's  Deed  or  Foreclosure 

Schedule ,  Form  3  -4 

Tahulating  data  from  I.Iortgage  Scnedule,  Form  C  5b 

Tahulating  data  from  Tax  AiDpraisal  Schedule,  Form  D  .  87 

Appendix  -  F-icsimilos  of  Forms 

Schedules  101 

Tabulation  forms  104 


PEZFAC."!] 

In  the  spring  of  1935  the  Division  of  Econonucs  and 
Statistics  of  thp  Federal  Housing  Aoministrat ion,  witn  the  coopera- 
tion of  the  Central  Statistical  Board,  made  a  study  of  the  nossihili- 
ties  of  ohtaining  more  comprehensive  dr.ta  from  the  use  of  public  rec- 
ords pertaining  to  real  estate.   Preliminary  studies,  conducted  by 
L.  Durward  Badgley  of  the  Division  of  Economics  and  Statistics  of 
the  Federal  Housing  Administration,  were  ta,sed  on  an  cxaruinatior  of 
county  r-?cords  in  different  parts  of  the  country  and  a  complete  re- 
view of  all  past  efforts  to  obtain  im'crmation  on  real  estate  activity 
in  its  various  phases.   -These  p^^eliminary  investigations  proving 
sufficiently  si.5niif icant ,   Mr.  Badgley  was  requested  to  prvsr.are  a 
standard  technique  for  the  conduct  of  real  estate  activity  surveys 
which  \vould  be  adaptable  to  the  use  of  'iTPA  yzorkers. 

Particular  credit  is  due  Iti;^"mond  Schv/c^rtz  of  the  Federal 
Eousing  Administra.tion  for  assistanco  in  the  preparation  of  the  tech- 
nique.  Credit  is  also  due  Ernest  I'.  Fisher  and  Howard  Cr.   Brunsman 
of  thu  Federal  Housing  Administra.t  ion,  Donald  Jackson  of  the  Drpartmcnt 
of  Agriculture,  and  Morris  A.  Copcland  a,nd  William  M.  Hoad  of  the 
Central  Statistical  Boa.rd. 

The  survey  procedure  was  originally  designed  for  the  opera- 
tion of  a  comprehensive  study  involving  the  collection,  correlation, 
and  a.nalysis  of  data  obtained  from  several  soui'ces.   It  was,  however, 
readils""  divisible  into  srvera.1  basic  studios.   The  intensive  survey 
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outlined  in  tias  circular  represf-nts  nne   su.ch  unit.   Initiation  of  this 
survey  is  drpenderit,  hcrevt:r,  upon  completion,  or  nutstantial  pro-gress 
in  the  operation,  of  the  limited  survey  of  deeds  and  uiort^ages  as  out- 
lined in  Research,  Statistical  and  Survey  Project,  Circula,r  Ko.  3. 

The  T'orhs  Progress  ibiministrntion  is  indebted  to  the  Pederal 
Housing  Administration  for  its  valuable  assistance  in  the  preparation 
of  thesd  procedures.  The/   have  been  adapted  "by  the  Pederal  Housing 
A'lrcinistration  and  the  Division  of  Social  Research  of  the  YJorks  Progress 
Administra.ticn  to  the  spt-cial  conditions  under  which  v7-A  projects  must 
operate. 

Tlie  procedures  outlined  are  recommended  "by  the  Division  of 
Women's  anl  Professional  Projects  as  a  g^aidc  in  the  ojieration  of  this 
type  of  res'^arch,  statistical,  and  survey  project. 


13550 


M  HTTSUSITE  MMjISIS   0?  PEELS  MD 
HORTGAC-LS  EECOHSED  IN  A  E^CSIJT 
PSRIOD 


VOLUlffi  I 


13550 

i;at g^E  ._0£;  ?BXi<y: 

A.   G-oneral  O"bjeotive 

The  technique  oatlined  in  research,  Statistical  and  Survey 
Project  Circular  l"o.  3,  A  Limited  Sorvey  of  3eeis  and  Mortga£;es  Record- 
ed in  a  Recent  PeriocL,  was  designed  to  make  available  to  nrunicipal  and 
county  officials  an  analysis  of  the  public  records  relating  to  real 
estate  transfers  and  mort^^ige  financing  in  recent  years.  The  present 
technique  is  designed  to  ottain  additional  d.ata  en  the  same  suDject, 
for  the  same  period,  aiid  to  r--"late  it  to  information  gathered  from  tax 
assessment  records.   This  raakcs  pos^ihle  a  more  intensive  anp.lysis  of 
mr.terials  in  this  field.  The  sif;niiican3e  of  such  data  is  app^arent  in 
view  of  the  major  role  played  hy  real  property  in  comnunity  develoninent. 

The  grov/in^  responfiioilities  of  local  and  county  governments 
have  been  c\'idenced  "by  the  corstant  extension  of  public  services  and 
"by  the  growing  consciousness  of  the  need  for  basic  data  requisite  to 
establishing  public  policies  and.  increo.sing  administrative  efficiency. 
In  no  field  has  the  incr:;'.se  in  public  concern  been  .-nore  evident  than 
in  the  realm  of  real  estate  ■ictivity.   This  is  not  surprising  when  one 
considers  that  real  property  represents  the  largest  single  item  in 
the  tangible  assets  of  present  day  American  communities.   The 
public  interest  is  concez-ned,  however,  not  oiJv  ia  safeguarding 
tha.t  property  but  also  in  insuring  that  real  estate  development  be  such 
as  to  increase  the  v/eliare  of  the  community  as  a  whole.   This  latter 
interest  li^.s  been  manifested  in  the  establislim^nt  of  cit^,'  planning  ^nd 
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zoning;  boards;  in  incre'',sed  development  of  enginuering  dep^^-rtnents; 

in  grc.ntcr  "ttcntion  to  housing  and  lDuildinj^_;  codes;  in  a  closer 

examination  of  coimrninity  rcrources  for  pur^^os^s  of  taxation;  ard  in 

greater  emphasis  on  "better  op'"-i-ation  of  puolic  utilities. 

Intelli^^ent  m'anicipal  adjniniotrr^tion  is  based,  of  necessity, 
on  anal;y^sis  of  available  data  relating  to  the  par.t.   In  the  field  of 
rerl  estate  activity  such  basic  data  ?re  available  in  the  various 
public  Pi^cords  relotirg  to  re.tl  estate  transact i'"^ns.   In  each  county 
office  throughout  the  country  there  exists  a  rich  untapped  mine  of 
information.!/   'Ihe  tabi-.lation  and  anaJysis  of  these  ra^v  materi.als 
will  assist  in  the  level oniac lit  of  pr".ncir>les  rhich  will  serve  as 
g^aides  in  formulating  Tjublic  policies. 

While  these  CG\aity  record,:;  have  been  recognized  by  research 
agencies  a---  a  source  of  vital  inf ormatien,  tnc  c^st  of  tabulating  the 
data  in  usable  f  jrm  for  a  sufficiently  long  perijd  of  ;/"e?,rs  and  in 
the  required  detail  has  usually  bee.i  prohibitive.   In  rec-'gnition  of 
the  budgeto,ry  li!r.itations  of  ioe.od  agencies  (geverniaental  or  priv,ate), 
the  tecl'irique  outJin-d  in  this  circular  cand  in  Husoarch,  StatisticoJ 
and  Survey  Project  Circv.lars  I^o.  3  and  5  hfve  been  developed  to  facilitate 
the  effective  loeal  use  of  Works  Program  funds  and  personnel. 


1/ Cities  -.vnich  hai  o  recently  conducted  P.eal  Property  Inventories  have 
additional  materials  pertaining  to  the  cen-rent  situation  which  will 
be  invaluable  in  supplementing  the  trend  data,  compiled  in  the  present 
study.   Purthermore,  if  a  ?ar:a  Llortgage  Sarvey  has  been  conducted  in  the 
county,  it  is  advisable  to  det-'-rmine  the  evtent  to  'jh-ich  the  materials 
obtained  in  that  study  can  be  utilized  in  the  present  survey. 
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E.  T.}'T>es  of  LIS  til   Oljtgirecl  and  Their  "Jges 
This  t.echnioue  will  provide  the  followiiig  tjrnes  of  data 
for  analysis: 

1.  T."x  apprai^alr  .   The  data  are  to  he  taotilated  separately 
for  each  ye=r  and  are  to  show  the  total  appraised  value  of  the 
property  ani  cf  land  and  im-orovements ;  type  of  owner;  type  of 
structrire  on  the  property  at  the  present  time  and  at  all  other 
times  in  the  period  covered  "by  the  project;  year  in  which  the 
major  structure  was  erected;  and  the  year  of  demolition  of  the 
major  stiucture  hy  type  of  suructure. 

2.  Real  estate  transfers.   Tne  tatulations  a?"e  to  indicate 
the  specific  g,P0graphic  distrioution  of  property  involved  in  the 
transfers;  tax  apn^rised  value  of  property;  type  nnd  age  of  major 
structure;  duration  of  ownership  prior  to  transfer;  and  the  deht 
status  of  property  befor';  and  after  transfer.   Teeds  not  trcns- 

f  erring  full  tii.le  to  the  property  ( sucn  as  deeds  of  convenience, 
deeds  of  correction,  oririnal  oertif  icat-.  s  of  title,  etc.)  are 
tabulated  seiiarr.tely .   All  rnat.-rials  ar ;  to  be  related  to  the 
data  'Obtained  in  the  li-nited  survey  o^^tlined  in  Circular  No.  3. 

3.  Sheriff's  sal-s  of  real  estate.   In  addition  to  tabu- 
lations similar  to  tnose  presented  for  real  estate  transfers, 
the  tp.bulatj.  on-''  of  instruments  for  sales  resulting  from  mortgage 
foreclosures  are  to  present  data  relating  to  the  characteristics 
of  the  foreclosed  mortgage. 
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4.  Hortgages  reooroLed.   Dc.ta  a?:e  to  be  tabulfted  in  a 
manner  similar  to  that  indics.ted  for  real  estate  transfers.   In 
addition,  tatuiations  are  to  "be  prepared  showing  the  characteris- 
tics of  foreclosed  mortgages,  and  the  relationship  between  mort- 
g-age  structure  before  and  after  changes  in  OT/nership. 

Examples  of  charts  r.nd  maps  that  may  be  developed  from  the 
suggested  tab^^lations  are  presented  in  figiares  1  through  3.   Figure  1 
presents  the  nujnber  of  deeds  recorded  in  Allegheny  Coixiity,  Pennsylvania, 
by  type  of  property,  for  the  j'ears  1933  and  1934.  ligur  :s  3  and  3  are 
examples  of  long-term  graphs  based  on  thn  more  refined  data  v'hich  may 
be  prepared  for  each  of  the  prirnrry  types  of  proijcrty. 

In  addition,  nans  m;.y  be  prepared  bas:,d  upon  these  materials. 
Figure  4,  shov;ing  the  distribution  of  aceds  rccoried  in  the  Pittsburgh 
i.irban  area,  is  pi-c  scntcd  as  an  exam^ile. 

The  niatirial  assembled  in  a.  survey  of  this  z-^"pe.   may  be  pre- 
sented not  only  for  the  county  as  a  r.-hole  but  also  for  principal  cities 
within  the  county  and  for  differem;  types  of  ins  t  raiment  s . 

The  in-*^orniati  on  th-is  madp  available  through  stadies  in  the 
field  of  P.eal  Estate  Activity  will  ^rove  useful  to  many  public  officials. 
Among  these  are  local  financic.l  officers,  including  mimicipal  and  county 
treasurers,  assessors,  and  comptrollers;  city  or  regicral  plr-nning  and 
zoning  bodies;  engineering  officials;  building  inspectors;  and  those 
charged  with  administration  and  development  of  public  works. 


TYPE    OF   PROPERTY 
Single -family  structures 
2- to  4- family  structures 
5- or  more-fomily  structures 
Commercial  with  residential 
Commerciol  or  industrial 
Vacant  building  lots 
Vacant  acreage 
Farms  or  estates 


Ttiousonds  of  structures 
2        3       4        5        6       7 


Ttiousonds  of  structures 
2        3       4        5       6        7 


FIG. 


■VOLUNTARY  TRANSFERS  IN  ALLEGHENY  COUNTY,  PENNSYLVANIA 
BY  TYPE  OF  PROPERTY 


Note:  Single-family  residential  structures  accounted  for 
more  than  one-half  of  the  transfers  in  both  years,  while 
vacant  lots  represented  about  one-third  of  the  total 

Source:   Bureou  of  Business  Research,  University 
of  Pittsburgh, 
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*Bosed  on  overage  number  of  debts  recorded  ond  corrected  for 
populotion  growth  and  seasonol  vonottoos,  adapted  from  Federal 
Housing  Administrotion,  Department  of  Economics  and  Stotistics. 
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To  plannin/;  and  zonir.g  L.ut""Lor:'. tie? ,  the  results  will  indicate 
the  changing  uses  of  real  r-state  in  any  ares,  the  growth  of  siihdrvided 
areas  froin  year  to  yepr  "by  different  geographical  districts,  and  the 
rate  at  i=7hich  ne'ni.y   cre-ted  sites  are  "Drought  into  use.   This  informa- 
tion is  'basic  to  the  intelligent  administration  of  any  planning  or 
zoning  authority. 

For  those  charged  with  the  responsioility  of  administering 
public  piolicy  "'ith  r-sricct  to  the  extension  of  puhlicly  o'vned  utilities, 
the  control  of  huilding  ope^^atious  in  the  community,  and  the  enforce- 
ment of  Tiuhlic  i^iolicy  os  e-r.iressed  in  housing  or  huilding  codes,  the 
infornaticn  obtained  hy  the  survey  will  be  i-Tiincdiatoly  useful.   It  will 
indicate  specix'ically  tuc  areas  where  proo^'ems  are  nost  acute,  where 
activity  is  greatest,  and.  v.dll  assist  in  forscasting  the  demands  wnich 

are  likely  r,o  "c  nrd''  u~on  the  com;riu.ity  S'  rvices. 

Of  TCjticulpr  interest  to  the  financial  officers  of  local 
governments  will  be  the  financial  record  of  ever;-  parcel  of  property 
'.vithin  the  Jurisdiction  of  the  go\"eriiiT.ent al  unit  ov-_:r  as  long  a  reriod 
of  time  as  available  funds  and  resources  ra-^kc  it  xossible  to  c  xt '  nd  the 
studies.   Thes^:  data  v;ill  indicat'  the  extent  of  the  fluctuations  in 
the  volu:ne  of  nort^age  lenlir.g  on  real  estate  in  the  commanity,  the 
rate  of  tr-^nsfer  of  orop^rties  of  various  types  in  'different  areas  of 
the  city,  th^  r-.te  of  dcvclopnent  or  improvement  of  lend,  and  the 
relationship  between  mortgage  indebtedness  -nd  tax  biu-dm.   These  facts 
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will  serve  as  an  excellent  basis  for  anticipa.t-:ng  fluct'ofi  tions  in  the 
income  obtained  by  local  goverr^iental  units  through  the  levj'ing  of 
real  estate  trxe?. . 

The  information  obtained  from  these  studies  will  prove  of 
sig-.if icance  to  racrtgage  lending  institutions.   They  Trill  produce  an 
e-:,9Ct  record  of  the  amounts  lent  on  mortgages  from  year  to  year  by 
diifereixt  types  of  lending  institutions.   Th-y  will  indicate  precisely 
the  tyies   of  nrorierty  on  which  these  leans  were  made.   2hey  will  neasure 
the  vol^'une  and  vrlue  of  f  ore  :;lo':uro3  in  the  conununity  by  areas  and  tyr^es 
of  -pronerty  and  by  classification  of  plaintiff  and  defenda,nt  in  fore- 
clOoV.  e  proceedings.   They  will  indica.te  the  extent  of  fluctuations  in 
reax  estate  activity  ana  many  of  the  economic  activities  connected  with 
real  e^^tate.   Such  data  will  be  equally  valuable  to  real  estate  brokers, 
to  real  estate  boards,  and  to  thos^-^  investing  directly  in  real  property. 


j.ns  or s   of   :-ro 


T>-,-^    nc^  + 


Ihr-.   Vorks  Progress  Administration   is   vitally  concerned,    from 
the    standi3oint    of    suae:  ssful   project   operation,   with  the    organization 
which  f^-lects   to   orerate   studies   of    this   tjnje.      The   sponsor's   position 
is    necessarily  o.  responsible    one.      As   several    dif:^fcrent    sets   of    govern- 
ment  records   must    Do   made  accessible    to  workers    on  such  a  pro.j'Ct,    the 
sponsoring  organization  must   b?.ve    the   roac'y   cooperation   of   the  au'.horities 
in  all   the   deT-'~:rtmerts   concerner^.      T.i'^   interests   ?iid  facilities    of   the 
sponsoring  agency  should  be   such  as   to   insure   successful   comijletion 
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of  th  ■■  work  and  Tiaxiri.-am  use  of  the  reralts. 

A  desira'Dle  project  sponuor  would  oe  an  agency,  such  as  a 
local  housing  authority,  planning  board,  zoning  authority,  or  one  of 
the  governmental  units  having  jurisdiction  over  the  records  that  are 
to  'be  used.   In  any  localitj^  where  a  municipal  research  agency  lias 
"been  established,  such  a  body,  by  coordinating  the  various  research 
interests,  inay  be  a  desirable  sponsor  if  otherwise  eligible.   It  inay 
bo  helpful  also,  to  obtain  the  participation  of  certain  o_uasi--nublic 
bodies,  such,  as  real  estate  boards,  as  co-sponsors. 

Immediately  uvon   formulation  of  -preliminary  plans,  it  is 
advisable  that  the  sponsor  consult  officials  of  the  Works  Progress 
Administration.  Ihe   local  rehire sentative  of  the  Works  Progress  Aiijnini- 
stration  will  coo"uerate  in  the  preparation  of  estimates  for  personnel 
required  and  will  aid  in  determining  the  costs  of  printing  and  other 
incic'ental  expenses  which  usually  are  borne  by  the  sponsor.—^ 


2_/   When  a  sponsor  consults  loca,l  or  State  Works  Progress  Administration 
authorities  in  regard  to  the  planning  of  a  project  of  this  type,  it 
is  suggested  that  the  local  or  State  officials  consulted  infurm  im- 
mediately the  Division  of  Social  Research,  Works  Progress  Administra- 
tion, Washington,  D.  C.   In  this  way  the  advice  a.nd  counsel  of  that 
Division  and  of  the  Pederal  Housing  Administra,tion  may  be  obtained 
and  utilized  in  the  preliminary  steps  of  project  pla^nning.   Copies 
of  such  communications  should  be  sent  to  the  Regional  p;estarch  Super- 
visor of  the  DiA'ision  of  Social  ReseaJ-ch. 
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D .   5;t' i .;J7_  'rf_3 ourc?5  of  Data 

In  connection  witb.  -nronerty  ass-'^L^s.Ticnt  and  the  collection  of 
real  estate  tar-'.'^s,  records  are  maintained  'oy   ee.ch  county  or  city  regard- 
ing the  assessed  value  and  type  of  property  for  each  parcel  in  the  aroa. 
These  records  usd'illy  arc  r^aintained  by  thv:  county  auditor  or  the 
county  treasurer. 

In  the  survey  outlined  in  this  circular,  data  are  to  oe 
obtained  from  the  ta?-  assessment  and  collection  records.   In  addition, 
all  d?ta  entered  on  rorms  A,  B,  and  C  in  the  li.nited  data  survey  outlined 
in  Circular  Ko.  3  are  to  he  utilised  and  related  to  the  tax  da.ta  obtained 
in  this  stu.iy.   An  intensive  analysis  is  to  be  made  of  the  combined  and 
correlated  materials. 

Before  initiation  of  the  -oro.iect,  the  sponsor  must  review 
the  sources  of  data  to  determine  whether  this  intensive  survey  is 
feasible  in  the  rjarticular  coemty  or  city.   The  facts  concerning  each 
of  the  following  items  are  to  be  ascerta,ined  and   presented  in  the 
project  application. 

1.  Practicable  survey  period.   Indicate  the  period  of  years 
for  which  the  tax  appraised  value  of  each  parcel  is  available;  whether 
this  period  includes  that  for  which  the  limited  survey  outlined  in 
Circular  No.  3  is  being,  or  has  oeen,  conducti-d;  the  order  in  which 
the  records  are  filed;  whether  sexmm.?,ry  sheets  e.re  avrilable  riresenting 
data  for  each  T-arcel  for  a  niomber  of  consecutive  years,  and,  if  so,  the 
years  incl^uded. 
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3.   A&pQVLcicy  of  pro-oerty   id'"ntif  i^at"  on.      Indicate   tlie 
adpqUF.cy  of  prope?'ty   id'^nt if  i^ation   inf  or'nation  pree.oated  in   the   ta:;r 
astessnent   and  anpraisal   records,    particularly   in  tprins   of   matching; 
with  the   identif icaticn  transcribed  to  ?or'-.s   A,    B,   r,nd  C   in  tlip   li~iited 
survey   outlined   in  Circular  I3o.    3.      State  whether   the    records    show 
the   range.,    township,    or   coanty  of   location  of   the  property;    a.  l^^^gal 
description;    and   the   dimensions    and  areai   of  the   parcel.      If   detailed 
property  descriptions   are   not   available,    indic?.te  whether   the    su^dii^isi  on 
name   and  lot   numher   is   sho^vn. 

5 .   Aval  lability  of   has  ic   o'cere":  t  ing  and  talulat  ing   items  . 
In  the    instance   of   the    tax  assessment   records,    indicate  whether   the 
records    contain  the   following  ciata;    name    of   o™ner,    tiaio   of   ta:c  levy, 
appraised  valu«--    of   Itand    senarate   from  value    of    improvements,    type   of 
property,    numb;:r    if  family  units    in  sti^ucture,    year  major    structu.re 
was   built   and,    as    indicated  above,    the   descri^ition  of  the   location 
of   the    rarcel    in   such  fashion  a.s  t/ill  rai^ke  feasible  r  ^cching  with 
Forms   A,   B,    and   C  which  were   filled   (in  Circular   c)   for   deed  and 
mortjiage  records. 

In  the    instance   of   appraisal   records,    indicate   the    date   of 
the   last   general    reappraisal   of   real   estat'^   for   tax  purposes ;    whr  ther 
separate  appraisal   sheets   ai'e  retained  for   each  parcel;    the    order   of 
filing  of   s-ich  sheets    ( alT^hiabetically  by  owner's   r^arae ,    riomfricalDy  by 
p^arcel   number,    etc.);    and  whether   the   appraisal   sheets   provide   such 
data  for   each  parcel   as   tyne    of  rcorierty   (dwelling,    business,    farm,    etc.), 
nu-mber   of   family  units    in  structure,   year  major   structure  was   built,    and 
description   of   location  of   each  parcel. 
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In  the  iristcnce  of  reax'praisals  due  to  a  chan:f;e  in  type 
of  property  it  is  important  that  the  project  application  indicate  whether 
the  month  of  change  in  t^'pe  of  pToperty  is  shown  ani  whether  the  o-vner 
at  the  time  of  such  chan^^-e  is  indicated.   If  this  infoi'mation  is  not 
availahle  on  the  revised  a^orraisal  sheets,  indicate  where  and  how  this 
information  can  be  obtained. 

S .  Ftrrsonnel  and  Costs 

1.  Qo.plif ications  of  survey  suiervisor.   The  r^urvey  super- 
visor is  to  be  emrilGyed  and,  excerpt  imder  u:ms-aal  circumstances,  "oj.id 
by  the  project  sponsors.   He  must  be  selecced  carefully  since  ordinarily 
full  responsibility  and  authority  for  project  op^iations  are  to  be  dele- 
gated to  him,  as  well  as  th:.  task:  of  pr-?paring  the  fina].  retort  in  the 
form  of  an  analytical  manuscripit .--'  Hence,  e.  person  with  both  a.dninis- 
trative  and  resrar-'.h  i^xp'ri^-nc^.  ir  essential.   University  training  and 
a  knowledge  of  real  estate  lew  rnd  of  county-  real  property  records  are 
highly  dc-sirable.   The  supervisor  mast  be  able  to  grasp  procedural  de- 
tails quickly.   Above  all  h.;  must  be  a  good  crganizer  and  teacher,  and 
he  must  be  ade-^^t  in  suporvising  tne  work  of  both  men  a>,nd  women. 


3/  The  final  report  is  to  be  prepare  1  in  a.:cordance  with  the  provisions  of 
FPA  Operating  -rocedure  V.o .   W-11,  reviser!,  July  1,  13-'^&. 
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2.   ivir.n-hour  estinat?s  -•'.nd  selection  of  p^reoiiDel.   The 
majority  of  the  Wor'xs  Progress  Adrr.ijiis tration  personnel  cnn  be  secnred 
from  the  clerical  group.   However,  a  few  Toeople  nust  be  di'awn  from  the 
professional  and  teclinical  group. 

The  grea,t  vsristion  in  the  tyves    of  co^mty  records,  in  the 
methods  of  the^r  naintenance,  and  in  thb  condition  of  the  docum-nts, 
coupled  v/ith  the  intensive  nature  of  this  survey  makes  it  imrracticrble 
to  present  man-hour  estimates  applicable  to  all  locali''".ie  s  within  -vhich 
tnis  project  mp.y   be  operate;  d.   The  exp'-rieiice  gained  in  the  operation 
of  the  limited  sui-vey  outlined  in  Circular  l\-j.    3  of  this  scries  should 
be  m,ost  helr'ful,  however,  in  detf.rmiring  the  various  factors  in  respect 
to  estimates  of  time,  r'^rsonnel,  and  costs.   Hence,  the  sijonsor  must 
examine  the  local  sitration  carefully  rmd  i-repare  man-hour  and  cost  es- 
timates for  project  applica,tion  -nurpcse::,  upon  the  basis  of  the  experi- 
ence gained  in  the  operation  of  the  li-::ited  survey,  rvailable  personnel, 
further  analysis  of  local  records,  w'?A  ^agc  c?.  ass  if  i  cat  ions  enisting  in 
the  locality,  and  such  other  factors  as  arc-  peculiar  to  the  locality. 

The  following  observations  will  be  of  assista^nce  in  se"' action 
of  personnel: 

a.  Transcription  of  statistical  data.   I'To  special.ized  training 
is  needed  for  the  transcription  work. 

b.  Editing,  coding,  hand-sorting,  ana,  tabulating  the  schedules. 
These  operations  are  to  be  performed  by  clerical  personnel. 
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c.  Supervision  of  orerat  .'.on.j .   Each  group  of  clerks  is  to 
operate  under  the  direction  of  a  group  leader.   The  group  leaders  must 
display  some  initia^"ive  and  posses^^.  an  aliilitj^  to  direct  and  super- 
vise the  work  of  the  group.   Senior  clerks  should  he  adequate  for  this 
work. 

The  group  leaders,  in  turn,  are  to  operate  under  the  direction 
of  a  chief  t'^'anscrioer,  3,  chief  couer  and  editor,  and  a  statistician. 
The  chief  transcriber  must  give  particular  atti^ntion  to  those  operations 
which  are  fairly  technical  in  nature.   Kc  should  h?ve  some  hackground 
in  law  or  title  sea.rching.   The  statistician  is  to  direct  the  taoulation 
operations  and  assist  the  project  supervisor  in  the  preparation  01  the 
analytical  manuscript. 

d.  Fr"paration  of  maps  and  charts.   The  presentation  of 
the  findirigs  will  he  made  more  effective  if  maps  and  charts  are  pre- 
pared for  illustrative  purposes.   This  -"/ill  require  draftsmen  rnd 
technicians  fam.iliar  with  this  type  of  work. 

^'   F^e"'^3-raticn  of  analytical  manuscript.   This  is  to  he 
the  responsihility  of  the  project  supervisor  with  the  aidi.  of  the 
statistician,  a  few  clerks,  ?na  ter-hnical  assistants.   Persons  with 
training  as  statistical  clerks  and  with  secretarial  ability,  available 
from  the  Works  Progress  Administration's  rolls,  should  -prove  satis- 
factory as  ttchnical  assis tarts. 
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f.  Materials  and  equi^'ment .  The   major  elements  in  material 
cost  are  ri-r-resented  by  tue  j'orms  D   and  E  used  in  "Toti;''in5  the  data 
and  by  the  various  tab'ilation  forms.   (I'ote  chat  the  Forms  A,  3,  and  C 
have  been  jrovided  in  connection  with  the  limited  survey  outlined  in 
Circular  No  3.)   The  cost  of  these  forms  is  to  be  determined  locally, 
and  the  ST^nnsor  is  to  -^ro^.^ide  the  forms.   In  addition,  there  will  be 
certain  m.inor  additional  costs  for  -nencils,  ink,  oens,  scratch  2>3-^er, 
and  other  miocellanecus  ma^terialt. . 

Such  e;]_uinment  as  d?. sks,  tables,  benches,  and  chairs  trill  be 
required  for  "ose  of  the  various  clerks  in  th--;  central  of ^f ice.   SeA'eral 
type-writers,  adding  machines,  calcula.ting  machines,  aiid  a  reasonable 
amount  of  drafting  equirm-'.nt  also  -Till  be  needed. 
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[NSTHUGT'IOKS  TO  STJPSSVISORS 


A.  3-eneral  Instructions 


As  previously  indica.tod,  th3  -curpsse  of  this  survey  is  to 
ottain  the  data  necessary  for  an  intensive  analysis  of  real  estate 
transfers  and  mortga£,-e  financing  r'^corded  in  a  recent  period.   The 
period  and.  a'r^a  to  be  covered  have  already  'oeea   dete mined  in  the 
limited  survoy  outlined  in  Circular  !To.  3  to  v;hich  t.iis  survey  is 
related.   The  modification  of  cne  tec^inique,  and  the  details  of  pro- 
ject organization  ejid  opera tlon  must  all  be  deb^^rmined  02^   the  survey 
supervisor  in  torms  of  the  local  situation. 

It  ?;ill  be  ad.var.ta^'eous  to  oach  individual  city,  no-wever, 
if  maximum  comparability  is  achieved  for  the  data  collected  in  all 
areas  in  which  the  survey  is  ■■undertaken.   Hence,  certain  aijoroaches 
are  desirable  from  a  research  standpoint. 

1.  Feriol.  The  inf(;rmation  is  to  o':-   obtained  for  the  same 
full  long-term  cycle  or"  r'-^^al  estate  acti^fity  covered  by  the  ].imited 
survey  (Circular  IJo.  3)  Tjhich,  in  uost  cs.ses,  will  include  the  period 
from  1916  to  the  present. 

2.  Arer..   Tn  ■  r:coras  to  be  studied  are  to  incli^de  the 
same  area  as  did  the  limited,  s^'irvey.   ITorm.ally,  this  'vould  include 
transactions  occurring  vrithin  the  entire  co'.inty,  rath-.-r  than  those  for 
the  principal  city  only.   If  a  raetropolitaai  area  extends  beyond  tho 
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limits  of  a  single  county,  it  is  desirable  that  data  be  obtained  also 
for  the  adjoining  comities. 

2.  Modifica-cion  ci  t-.-chniouc.   Th-;  detailed  oper:.ting 
procedures  have  been  designed  to  facilitate  comparability  of  data 
gathered  in  various  areas.   It  is  sug.^ested,  ther'-;ior&,  that  the 
technio^ue  outlined  be  follor^'^d  ls   closely  as  is  feasible.   This  V7ill 
aid  in  establishing  for  all  cities  a  broader  basis  for  interpretation 
of  the  resultant  data. 

3.  F:rr:s  To  3..-  Used  a-id  Sjurces  of  Data 

1»  Forms  to  be  used.  lo^ax   typ'-s  of  r-chedules  are  to  bo 
used  in  gathering  the  information:   Eeed  Schedule,  ?^rm  A;  Sheriff's 
Deed  or  Foreclosure  Schedule,  Fora  3;  Mortgage  Schedule,  forzi   C;  rjid 
Tax  Appraisal  Sched^'jie,  Form  D.   In  addition  the  Parcel  Location  List, 
Form  E,  is  to  be  ased.   Copies  of  these  forms  are  at'cached  as 
Appendix  3. 

Of  these  schedules,  Forms  A,  3,  a;:d  C  v::-re  filled  in  part  in 
connection  v.'ith  tlic  limited  survey  outlined  in  Circular  Fo .  3.   The  re- 
maining items  on  these  schedules  are  to  be  entered  in  this  intensive 
survey  thr:u£:h  correlation.— 


—'    _  The  term  "correlation"  as  used  in  this  circular  refers  to  the 
process  of  transcribing  data  from  one  or  more  of  the  above 
forms  relating  to  a  parcel  of  property,  to  other  forms  rela.ting 
to  tiie  same  parcel. 
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of  these  forms  with  the  Tax  Appraisal  Schedules,  Form  I),  and  Vj   uce 

of  the  Parcel  Location  List,  Form  E, 

The  Ta-  Apprr,isr..l  Schedule,  Form  D,  is  to  "be  filled  completely 
in  this  intensive  survey,  largely  from  tax  assessment  records,  as  in- 
dicated later.   The  Parcel  Location  List,  Form  E,  has  been  devised  to 
facilitate  allocation  of  the  schedules  to  the  proper  taoulating  areas 
and  districts. 

In  the  case  of  instruments  involving  the  transfer  (or  mort- 
gaging) of  more  than  one  parcel  of  proiierty,  provision  wp.s  made  in  the 
limited  svirvey  for  stamping  the  F:;rn3  A,  E,  or  C  with  the  word  "SIEGIAL" 
in  the  upper  right  corner.  A  scparaT;o  "SPECIAL"  form  was  to  he  filled 
for  each  reach  po,rc"l,  and  the  data  from  all  "SPECIAL"  forms  relating  to 
a  single  transaction  \7ere  to  he  summarized  to  a  schedule  v/ith  "SUivrM-ARY" 
stamped  in  the  ccrresnonding  position.   These  "SPECIj'Jj"  and  "SIJlvilvIARY" 
schedules  are  to  he  Handled  in  this  intensive  survey  ty  a  method  similar 
to  that  used  for  the  regular  schedules.   In  instances  v;here  special  instruc- 
tions are  necessary'"  they  are  so  indicated.   The  specific  instru.ctions  for 
correlating  the  various  schedules  discuoS  the  mechanics  of  this  proolem 
in  detail. 

In  this  survey  those  items  are  to  be  filled  on  Forms  A,  3,  and  C 
which  are  outside  the  dotted  line  on  the  sample  copi'^s  presented  in 
Appendix  B,   In  addition,  any  items  within  the  dotted  lines  left  blank 
in  the  limited  survey  because  of  lack  of  information  are  to  be  filled 
in  this  intensive  survey,  if  tne  information  becomes  available. 
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2.  So-arcos  of  data.   Th.:  data  for  filling  Deed  Schedule, 
rorm  A;  Sheriff's  Deed  or  Foreclosure  Schedrile,  Form  3;  and  Mort^a-ge 
Schedule,  Form  C,  -as  -a  part  of  the  United  survey,  were  found  in 
"bound  vorameG  of  deed  and  mortgage  tr-^nscrints.   The  remaining  itcm.s 
on  these  forms  are  to  be  filled  "by  correlation  with  the  Tax  Appraisal 
Schedule,  Form  D,   The  Tax  Appraisal  Schedijle,  Form  D,  is  to  be  filled 
from  various  tax  assessment  records,  particular ly  from  the  Tax 
Duplicates  (or  tax  lists,  if  available)  and  Field  AiDpraisal  Sheets. 
In  general  the  Tax  Duplicates  -jill  be  found  boiind  in  books  arra,nged 
alphabetically  by  name  of  tne  ornier  of  r^co^'d.   The  Field  Appraisal 
Sheets  will  generally  be  arranged  in  boohs  ~oy   plat  book,  page,  and 
parcel  numbers. 

C .  G-enera.1  QT^crating  Prob"'.ems 

1.  Functions  of  groivo  le^iders.   Tne  survey  supervisor  is  to 
designate  group  leaders  to  supervise  the  various  oper:..ticns  and  is 
to  instract  them  in  their  duties.   The  group  leaders  must  be  thoroughly 
familiar  '-ith  all  phases  of  oh j  survey  operations.   The  group  leaders 
are  to  be  responsible  for  assigning  the  Tax  Du-^ilica.te  and  Field  Appraisal 
books  to  the  transcribers;  for  assigning  the  schedules  to  the  correlating, 
coding,  editing,  and  tahalating  units;  and  for  suTDorvising  the  work  of 
these  units.   In  the  event  of  aPiy  nuestion  not  covered  by  the  detailed 
instructions,  the  transcriber  is  to  consalt  his  group  leader. 

The  group  leaders  are  to  provide  each  transcriber  with  a 
su-oply  of  the  various  schedules  a.nd  such  other  ma.terials  as  are  required. 
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2.  5bta"blishing  t.a"b'al?.tion  -r.ror.s  and  districts.  As  an  initial 
stop  in  this  study  it  is  noccss'.ry  to  dotermine  the  oouncarics  of  thn 
areas  (within  the  county)  for  r/hicn  separate  tabulations  are  to  De  made. 
This  is  essential  at  the  '-utset  "because  (a)  in  thf-.  instance  of  parcels 
in  annexed  areas,  the  "Municipality"  entry  on  the  Tax  Appraisal  Schedule, 
Form  D,  must  he  tabulated  according  to  tne  civil  division  of  rirescnt 
location  and  no  b  as  of  location  at  the  time  of  the  tax  a,ppraisal  and  (h) 
it  will  aid  in  the  preparation  of  the  Parcel  Location  List,  Form  S — a 
form  providing  a  cross  index  by  "Parcel  nuuOcr"  and  tabulation  "District" 
and  "Area"  for  Forms  A,  3,  and  C,  as  vrell  as  Form  D, 

For  tabulation  purposes  the  county  is  to  be  divided  into 
major  areas.   The  number  of  major  areas  and  the  size  of  each  v;ill  vary 
for  each  county/'.   It  is  recoi.nnended,  however,  that  each  city  of  10,000 
or  more  population  as  sho\vn  by  rhe  1930  Census  be  considered  as  one 
major  area.   The  remainer  of  co^mty  can  then  be  handled  as  another 
major  area..   Divide  each  such  major  area  into  districts.   In  the  case 
of  cities,  sT.ich  as  Cincinnati,  Ohio,  which  have  becxi  laid  out  into 
census  tracts,  urch  census  tract  may  be  considered  a  district.   For 
the  "Hemainder  of  county"  major  area,  the  tov.'nships,  smaller  cities, 
etc.,  can  be  us'd  as  districts. 

Fxair.pl e ;   Hamilton  county,  Ohio,  contains  2  major  cities  of 
10,000  population  or  more;  and  19  additional  cities  and  tovms  of  more  than 
1,000  population.   The  two  major  cities  can  be  designated  as  "Major  areas 
Kos.  1  and  2,"  resinectively.   The  remainder  of  the  county  can  be  designated 
as  "Major  area  l"o.  3," 
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Each  of  "major  a.r3as  ITos.  1  and  2"  are  to  te  f-arth.?r  divided 
into  districts  boimded  "by  streets.   "Hajor  arc-a  ITo .  3"   (remainder  of 
county)  caji  "be  divided  into  20  districts,  of  Tfhicii  districts  1  thro-ar:h 
19  will  "be  the  cities  and  toivns  of  1,000  to  10,000  population.   The 
20th  district  (major  area  Ho.  3)  is  to  consist  of  all  the  remaining 
portions  of  the  co^inty.   If  any  townships  are  deemed  sufficiently  large 
they  may,  of  course,  'oe   er^tahlished  as  separate  districts. 

Ivlaps  (as  of  the  terminating  year  of  the  survey)  are  to  he 
TDrepared  showing  the  exact  hoi^^idaries  of  each  such  major  area,  and  each 
district.   In  tne  cities,  a  carefully  marked  street  map  is  needed.   (See 
Appendix  A,  Section  IV.  lilS^ItUGl'IOITS  TOE  ??3PA?Ji;a  PAJIC3L  LOCATION  LIST, 
FORM  E,  for  a  discussion  of  this  prohlem.) 

5.  I.'aintenance  of  .■■„  control  syotcn.   To  insure  that  no 
records  are  overlooked  in  the  transcription  operations  and  that  the 
various  schedules  are  routed  in  the  :-nost  Gffici.;nt  pot;r.iole  manner,  it 
is  desirahle  that  some  form  :)f  control  system  bo  oot  up.  Because  of 
the  great  variations  in  the  n-..intenance  of  county  records,  it  is  im- 
practicahlf  to  O'ltline  such  a  syst-^-n  in  detail  in  these  instructions. 
The  following  general  type  of  simple  control  system  will  indicate  the 
general  principles  involved: 

Prepare  a  control  sheet  or  card  for  each  vol^Jme  of  coimty 
records  with  columns  indiceting  the  varior^s  opero-ticns.  As  each  volume 
is  assigned  to  a  transciiher,  enter  on  the  sheet  his  name  and  the  time  of 
assignment.  TJl-.en  the  volume  is  returned  with  the  completed  schedules. 
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indicate  on  tne  control  sheet  that  the  transcription  operations  have 

"been  completed.   In  a  similar  fashion  enter  th"--!  date  of  assigning  the 

voliame  to  the  verification  clerk  aiid  the  date  of  completion.   Additional 

col-omns  may  be  provided  for  the  coding  and  editing  operations.   In 

the  instance  of  the  correlation  and  tabulation  work,  VTOva-re   separate 

control  sheets  on  which  a  separate  colronn  is  provided  for  each  correlation 

and  tabulation  operation. 

The  control  records  need  not  be  complex  but  they  are  to  be  of 
such  a  nature  that  any  particular  vcluTie  of  county  records  can  be  located 
immediately  and  the  operating  state  of  the  various  group  of  schedules 
can  be  determined  at  a  glance, 

D.  SuiTimar^/'  of  Procedural  Steps 

In  gen' ral  the  following  procedural  steps  arc  to  be  carried  out 
in  this  intensive  survey.  Note  that  many  of  tnese  operations  may  be 
ce.rried  forward  concurrently, 

1,  Establish  boundaries  of  tabulating  areas  and  districts, 

2,  Transcribe  data  to  Ta::  Appraisal  Schedule,  Perm  D,  from: 

a.  T.ax  Duplicates 

b,  Field  Appraisal  Sheets 

3,  Verify  transcription  to  Form  D. 

4,  Edit  Tax  Appraisal  Schedule,  Form  D. 

5,  Code  Tax  Appraisal  Schedule,  Form  D . 

6,  Prepare  ?a.rccl  Location  List,  Form  E. 

7,  Prepare  Scnedule  File. 

8,  Correlate  Forms  A,  B,  a.nd  C,  and  fill  items 
previously  left  blank  on  '~11  schedules, 

9,  Summarize  data  from  Special  to  Sunmiary  Forms 
B  and  C  where  nccecsary. 
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10,  Tabulate  Forr-s  A,  3,  C,  and  D. 

The  detailed  iriDtructions  (see  Appendix  A  if   Voliomel  and 
Vol^'ime  II:  Ta-lDulation  Instructions)  have  "oeen  so  desifjned  that  each 
section  is,  as  far  as  possible,  complete  vithin  itself.   In  other  vjords, 
a  clerk  v/ho  is  correlating  data  to  the  Deed  Schedule,  Form  A,  need  not 
ref or  back  to  the  instructions  for  filling  the  Tax  Appraisal  Schedule, 
Form  D.  As  there  are  a  large  mmb-^r  of  comparable  itoins  on  the  various 
forms,  this  means  a  repetition  of  c-'^rtain  material  in  the  detailed  in- 
structions. This  repetition  is  designed  (l)  to  eliminate  the  necessity 
of  searching  through  various  portions  of  the  instructions  and  (2)  to 
make  it  possible  for  the  siip-jrvisor  to  detach  and  five  to  each  clerk  that 
section  which  pertains  only  to  the  particular  operation  ;7hich  the  particular 
clerk  is  to  perform. 

The  detailed  instructions  have  been  d-'^signed  primarily,  there- 
fore, as  specific  instructions  to  the  clerks  who  are  to  do  the  work  and 
are  to  be  so  intorToreted, 
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A.  Creneral  Trans  crir:tic:i  Instr-actiGns_ 

1.  Forms  to  lie  filled.   In  the  liiriited  survey  (Circular  IIo. 

3)  Form  A  (Deed  Schedule),  Form  3  (Sheriff's  Deed  or  Foreclosure  Schedule) 
and  Form  C  (l/iortga,fe  Schedule)  were  filled  in  part.   In  the  present 
study  the  remaining  items  or.  Forms  A,  S,  and  C  are  to  "oe  transcribed 
thu'ough  correlation  of  these  •vith  csrtain  additional  forms  (Forms  D  and 
E). 

The  Tax  AiD-nraisal  Schedule,  Form  P,  is  to  te  filled  and  the 
Parcel  Location  List,  Form  S,  is  to  he  prepared  in  accordance  with 
instructions  given  oelow. 

2.  St:'ecial  and  Svjnmary  lorms  A,  3^  and  C.   In  most  cases 
only  one  Deed  Schedule,  Form  A,  or  one  Sheriff's  Deed  or  Foreclos'ure 
Schedule,  Form  3,  was  filled  (in  the  limited  survey)  for  ea.ch  deed  as 
the  majority  of  deeds  cover  only  one  parcel  of  property.   T7hen  a  deed 
was  found,  however,  that  covered  rore  than  one  pa,rcel  a  Special  S'orm  A 
or  a  Special  Form  5  was  filled  for  each  included  rarcel .   Similarly, 
if  a  mortgage  was  found  covering  more  than  one  parcel  a  Snecial  Form 

C  was  filled  for  each  included  ijarcel.   The  information  on  these 
Special  Forms  A,  3,  or  C  relating  to  a  single  transac~ion  v;as  tlien 
summarized  to  Sura;-.:ary  Forms  A,  B,  and  C,  resyectively.   In  tabulating 
the  data  for  the  study  outlined  in  Circular  No.  3  the  Sumj.ary  Forms  A, 
B,  and  C  were  included  while  the  Special  Forms  A,  3,  and  C  were  excluded. 

In  the  present  study  no  tabulations  are  iiade  involving  the 
Summary  Forms  A  as  all  tahulations  based  on  the  Deed  Schedule,  Form  A, 
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relate  to  the  individual  parcels  and  not  to  the  transfers.   Hence,  the 
Summary  Forms  A  sre  to  lie  segregated  and  filed  away  at  the  outset  of 
this  study.   It  is  understood,  of  course,  tiiat  if  special  tabulations 
are  desired  involving  transfers  rather  than  parcels  the  data  from  the 
Special  Forms  A  can  be  sur.;marized  to  the  Summary  PoriTis  A  as  desired. 

In  tne  instance  of  the  Sheriff's  Deed  or  Foreclosure  Schedules, 
Form  B,  and  the  Mortgage  Schndales,  Form  C,  tabulations  arc  required 
in  this  survey  for  both  TDarccls  and  instruments  (or  pa,rcel3  and  mortgages 
in  the  case  of  Form  C).   Information  must  not  only  be  transcribed  to  the 
regular  and  Special  Forms,  but  it  rust  also  be  summarized  from  the  Special 
Forms  (relating  to  individual  marcels/  to  the  Sumiaary  Fi^rra  (for  the  trans- 
fer or  mortgage  which  includes  that  parcel).   Tnis  must  be  ke'ot  in  mind 
throughout  the  stud^-.   Special  instructions  are  orovided.  wherever  necessaryi 

3.  Handling  the  reco:-"ds.   All  county  records  must  be  handled 
with  extreme  care.   ITo  marks  of  any  hind  are  to  be  made  on  them.   Remember 
that  they  are  public  records  of  great  value  and  importarxce. 

If  a  particular  record  is  needed  by  co'uity  officials  the  group 
leader  is  to  locate  it  quickly  and  release  it  until  it  is  no  longer  needed. 
If  it  is  in  use  uj   a  transcriber,  a  note  is  to  be  made  indicating  the 
record  withdrawn;  and  tne  transcriber  is  to  be  assigned  a  new  record 
until  the  first  is  returned. 

4.  Variation  in  county  records.   There  is  a  wide  divergence 
in  the  type  of  records  maintained  by  the  various  counties  and  in  the 
filing  systems  used.   This  makes  it  impracticable  to  present  specific  pro- 
cedures for  filling  the  Tax  Apriraisal  Schedule,  Form  D.  A  general 
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procedural  outline  is  presented  first,  therefore,  and  is  followed  "by  a 
oriof  outline  of  specific  proc';duros  applicatilc  in  Hamilton  County 
(Cincinnati),  Ohio. 
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B .   General  Ins tructions  for  Filling  Tax 
Appraisal  Schedule,  Form  D 

1.  Rource  of  data.   In  most  communities  the  greater  portion  of 
the  data  required  for  Tax  Appraisal  Schedule,  Form  D,  can  he  ohtained 
from  one,  or  toth,  of  two  sources.   The  Tax  Duplicates,  or  Ta:<:  Lists, 
maintained  in  the  county  or  city  offices,  provide  the  tax  appraised 
value  of  the  property  f'or  each  year.  Th?  records  used  in  general  re- 
appraisals of  each  parcel  in  the  community  provide  data  on  the  type 

and  age  of  major  structures  on  the  property.   Although  county  records 
vary  '.videly  throughout  the  counbry,  in  most  counties  there  will  he  little 
difficulty  in  establishing  a  uniform  source  of  information  for  the 
schedule  items. 

All  schedule  items  on  the  Tax  Appraisal  Schedule,  Form  D, 
are  to  "be  filled  from  the  tax  appraisal  records  except  items  1  (Area)  and 
2  (District),  items  16  and  17,  and  column  20  (Type  of  owner-code).   Items 
1  and  2  are  to  he  filled  from  the  Parcel  Location  Lists,  and  items  16  and 
17  and  column  20  are  to  he  filled  through  correlation  with  the  data 
already  transcribed  on  Forms  A,  B,  and  C  (D^ed,  Sheriff's  Deed  and 
Mortgage  Schedules,  respectively)  as  a  part  of  the  limited  survey  (Cir- 
cular No.  3) .   ■" 

2.  Filling  Tax  Appraisal  Schedtde,  Form  D.  The  data  ohtained 
from  the  ta:-c  appraisal  records  and  transcribed  to  Form  D  arc  to  serve  as 
the  basis  for  tabulations  showing  the  type  pnd  value  of  property  in  each 
area  and  city  for  each  year  covered  by  the  survey.  In  addition,  the 
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Tax  Appraisal  Schedule,  Form  D,  is  to  serve  as  a  "basic  record  from 

which  data  relating  to  type  and  age  of  struct-ure  and  the  tax  assessed 

value  of  the  property  are  to  be  obtained  for  every  deed  and  mortga,ge 

recorded  during  the  period. 

Following  are  specific  instructions  for  filling  the  schedule 

items  for  which  the  data  are  expected  to  "be  available  in  the  ta:<: 

appraisal  records  of  the  co-untjr: 

Item  1»  Area  and  Item  2.  District.   Fill  these  items  from  the 
Pc^j-cel  Location  List,  Form  E,  as  discussed  later. 

Item  3.  Municipality.  Enter  here  the  name  of  the  civil  division 
in  TJhich  the  property  is  located.  If  the  property  is  located 
within  an  incorporated  place,  enter  hero  the  name  of  the  in- 
corporated plg.ce.  If  the  property  is  not  located  within  rn 
incorporated  place,  enter  here  the  name  of  the  -unincorporated 
area,  such  as  township,  district,  or  precinct,  depending  upon 
the  terminology  in  the  particular  state. 

Note:  This  entry  must  be  m.ade  carefully  as  the  setup 
of  the  schedule  file  and  the  tabulation  of  the  schedules  require 
the  allocation  of  each  schedule  to  the  correct  tabulation  area 
and  district  and,  hence,  to  the  proper  civil  division  group. 
Moreover,  all  tabulations  a,re  to  be  based  on  the  bounda-ries 
of  the  civil  divisions  as  of  the  terminating  date  of  the 
survey.  If  an  area  vms  aiinexed  to  a  city  in  1924,  all  tabulations 
of  schedules  for  tha,t  area  both  for  the  years  prior  to  the 
annexation  as  well  as  for  the  years  following  the  annexation 
are  to  be  included  in  the  city  to  which  the  are.a  was  a,nnexed. 
They  are  not  to  be  included  (even  for  the  years  prior  to  the 
annexation)  in  the  civil  division  in  which  the  property  lay  be- 
fore the  annexation  took  place. 

The  supervisor  must  determine  in  advar.ce,  therefore,  the 

exact  boundaries  of  each  civil  division  as  of  the  final  survey 

year.  Then  the  entries  for  municiptlity  must  be  made  so  as 

to  facilita.te  rapid  determination  of  both  the  civil  division 

in'  which  the  property  was  located  at  the  time  of  the  record 
and  also  the  civil  division  in  which  the  property  was  located 
as  of  the  final  year  covered  by  the  study. 
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Since  nost  of  the  ?or!.is  D  v;ill  be  prepared  from  the 
most  rocent  tax  appraisal  records,  the  proper  miinicipaiities 
as  of  the  present  time  will  appear.  It  will  be  necessajry,  how- 
ever, to  check  an.nexations  in  eajlier  periods  to  insure  that  the 
proper  appraisal  records  rxe   located  and  that  the  schedules  are 
aJlocated  to  the  correct  tabulation  ejrea  and  district. 

This  problem  can  be  simplified  if  the  boimdarios  of  the 
tabulating  ajreas  and  districts  used  for  filling  items  1  (Area) 
and  2  (District)  are  determined  carefully  before  the  filling 
and  correle.tion  of  schedules  begin.  It  is  obvious  that  if  the 
civil  division  in  which  the  property  was  located  and  the  civil 
division  which  annciced  the  property  are  both  included  in  the 
same  district,  the  annexation  problem  doc?  not  arise,  unless 
special  to,bulations  are  contompla.ted  for  civil  divisions  v/ithin 
the  district  requiring  the  absolute  separation  of  schedules 
for  the  two  communities. 

Item  4.  ITumber  and  street.  Enter  here  the  street  munbcr  a:id 

street  on  which  the  property  is  located.  Additional  designa.tions, 
such  as  north  or  south,  east  or  west,  ajid  street,  avenue, 
or  boulevard,  are  to  be  included  when  they  are  significpjit 
parts  of  the  street  address.  This  entry  is  important, 
particularly  in  terms  of  the  "annexation"  problem  discussed 
imder  item  3  (Muiiicipality) ,  above.  If  neither  the  street 
name  nor  number  is  given,  leave  the  space  blank. 

Item  5.  Subdivision.  Enter  here  the  narne  of  the  subdivision 
or  addition,  Fnen  a  property  lies  within  a  definite  or 
recorded  subdivision  or  a,ddition,  the  najne  of  the  sub- 
division or  addition  usuodly  is  given  after  the  legal 
description  of  the  prcr)orty.   If  the  name  of  the  sub- 
division is  not  given,  leave  the  space  blank. 

Item  6»  Lot  Nuubers.  Enter  here  the  lot  nui.:ber  or  numbers  of 
the  property. 

In  some  ca,ses  it  will  be  foimd  that  lots  have  been 
divided  ajid,  in  a^ddition  to  -i/holo  lots,  parts  of  lots  a.re 
included.  In  such  a  ca,se,  list  ea.ch  whole  lot  and  also  list 
parts  of  lots.  For  example,  "Lot  numbers  5,  6,  7,  rjid  part 
of  Lot  8,"  If  the  lot  nu-ubers  are  not  given,  leave  the  space 
blank. 
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Items  7«  Plat  Book  No.,  8.  Page  ITo.,  a:iA  9.  Parcel  No.  Sntor  here 
the  plat  book  muiiber,  pe.ge  number,  pnd  parcel  nxijnber  as  desig- 
nated by  the  county  auditor's  office  for  ta;c  purposes. 

These  nujabers  usually  are  included  in  the  county  records 
as  a  pai't  of  the  legal  description  of  the  property.  The 
parcel  number  is  particularly  important  as  it,  or  a  sirdlar 
iten,  nust  be  used  later  to  trace  the  property  through  the 
period  of  the  s'ljrvey. 

Do  not  confuse  the  county  auditor's  plat  book,  page,  and 
parcel  nunbers  with  the  subdivision  plat  book  and  page  numbers. 
In  practically  all  cases  where  the  subdivision,  plat  number 
rjid  pages  arc  given,  they  are  preceded  by  the  name  of  the 
subdivision  so  that  if  reasonable  care  is  exercised  there  is 
little  likelihood  of  conf^ision. 

Items  10,  Range,  11.  Tovmship,  a?id  12.  Section.  Enter  here  the  range, 
township,  and  section  in  which  the  property  is  located.  If 
these  items  are  not  given,  leave  these  spa,ces  blanlc. 

In  the  Public  Land  States  these  items  frequently  are 
given  for  the  property  in  the  parts  of  the  covrizy   lying  outside 
the  city  limits.  They  constitute  valurblo  informa,tion  for 
identifying  the  location  of  the  property. 

Item  13.  Identification  or  description  of  property.  Enter  here 
a  brief  legal  description  of  the  pror>erty.  In  some  cases  a 
complete  description  of  the  property  cannot  be  obtained  from 
the  ta:^  appraisal  records.   In  such  cases,  obtain  the  description 
when  the  Tax  Appraisal  Schedule  is  correlated  with  schedules 
A,  B,  or  C  (for  the  s,ane  property)  which  vere  filled  in  the 
limited  survey  (Circular  No,  5), 

Eor  a  detailed  discussion  of  briefing  legal  descriptions, 
see  the  instructions  for  filling  Deed  Scnodule,  Porn  A,  as 
presented  in  Circular  No,  3. 

Item  14,  Sketch  of  property.  Enter  here  a  sketch  of  the  l^nd 

duplicating  the  sketch  oppeai'ing  in  the  tax  appraisal  records. 
Include  in  the  sketch  the  street  nane  and  all  dimensions. 
Draw  an  arroT\?  to  indicate  north.   Include  also  all  other 
information  that  appears  in  the  original  sketch  found  in  the 
tax  appraisal  records. 

If  the  lot  described  in  the  record  is  very  irregular  in 
shape,  draw  the  diagram  of  the  lot  on  the  back  of  the  schedule 
and  indicate  here  "See  back  of  schedule."   (Examples  of  property 
sketches  prepared  from  legal  descriptions  are  to  be  f-urnished 
the  transcribers  for  study.) 
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Item  15.  Size  cf  land.   Enter  here  the  actual  dimensions  of 
the  land.   If  the  parcel  is  irregular  in  shape,  give  the 
frontage  on  the  street  it  faces  and  its  overall  depth. 
The  actual  dimensions  are  to  "be  noted,  hovrevor,  tinless 
they  exceed  six  dimensions  or  boundaries.   Specify  all 
"boundaries  or  dimensions  of  properties  "bounding  or  lying 
along  a  street  as  these  may  prove  useful  in  identifying 
the  property  when  all  other  means  of  identification  fail. 

If  the  actual  dimensions  are  not  availa"ble,  enter  the 
num"ber  of  acres  included  in  the  tract. 

If  none  of  thes3  d?.ta  are  availa"ble,  leave  this  space 

"blank. 

Item.  16.   Deed  transf ...rring  property  tr  present  owner;  date 
recorded,  "book,  and  page.   Leave  this  space  "blank.   This 
information  is  to  "bo  o"btained  during  the  process  of  cor- 
relation.  See  the  correlating  instructions  for  detailed 
instructions  for  entering  this  item. 

Item  17.   Duration  of  ownership  "by  present  owner  (as  of  terminating 
date  of  this  survey).   Leave  this  space  'DlanK.   This 
information  is  to  "be  c"btained  during  the  process  of  cor- 
relation.  See  the  correlating  instructions  for  detailed 
instructions  for  entering  this  item. 


Items  18-37;  Property  history 

Enter  in  this  section  of  the  T.ax  Appraisal  Schedule,  Form  D, 
the  status  and  characteristics  of  the  property  for  each  year  of  the 
survey  during  which  the  particula,r  parcel  remained  intact.   A  second 
or  third  line  is  to  "be  used  for  a  year  in  which  any  one  or  more  of  the 
listed  characteristics  (other  than  name  of  owner)  change. 

The  years  are  to  "be  entered  in  chronological  order  in  column 
18  with  the  most  recent  year  on  the  first  line  at  the  top  of  the  column. 
If  any  one  or  more  of  the  characteristics  (other  than  nam.e  of  owner) 
changes  within  a  given  year  a  new  line  is  to  be  used,  and  the  month  as  well 
as  year  of  such  change  is  to  be  noted  in  column  18.   If  no  change  occurs 
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"bctreen  one  year  and  a^nothor  a  nov  lino  is  nevertheless  to  te  filled 
for  the  beginning  of  each,  year,  and  the  infornation  is  to  be  entered 
conplotcly  even  though  it  may  exactly  duplica,tc  that  on  the  previous  or 
sue  sequent  line.   I'Tcto  particularl^N-  tha.t  more  than  one  change  may  occur 
i2i  an;/  given  year  and  each  such  change  (other  thar  na.no  of  owner)  ncc-s- 
sita,tcs  a  nev;  line. 

In  the  instance  of  a  change  in  o\7nfcr  only,  that  is,  if  no  other 
characteristics  change,  it  is  net  necessary  to  lep,vo  a  ].ine  "olaiilt.   But,  a.s 
noted  bclo7.',  if  Doth  name  of  o^vner  and  some  other  characteristic  ch,:ingc, 
t\7o  lines  must  he  left  olanlr. 

The  entries  in  this  section  must  he  made  carefully  as  they  not 
only  are  to  he  utilized  in  tabulating  from  this  schedule  but  also  are  to 
provide  basic  information  for  transcription  to  the  Deed  Schedule,  Form 
A,  the  Sheriff's  D^^ed  or  Foreclosiure  Schedule,  Form  ?,  and  the  Mortga.ge 
Schedule,  Fern  C,  irhich  relate  to  the  particular  parcel.   The  follo'.ving 
general  lorinciples  imict  be  kept  in  mind: 

1.  The  primary  tabulation  from  the  Tax  Appraisal  Schedule  is 
to  indicate  th:.  total  number  of  t-ixable  parcels  in  the  county  during  a 
particular  year.   It  is  essential  tlia.t  each  parcel  be  tabulated  only 
once,  making  it  necessary  to  set  up  F<.n   a.rbitrary  basis  of  selection 

of  the  line  to  be  tabula.ted  in  instances  where  more  than  one  line 

appears  for  ea,ch  year.   As  indicated  later  only  that  line  is  to  be 

tabula,ted  which  was  filled  directly  from  the  duplicate  of  the  tax   bill. 

The  resultant  ta.bula.tion  r.-ill  then  show  for  each  parcel  the  data  on 

which  the  tax  bill  for  thait  year  was  based.   I^Iotc  that  from  the  stand- 

poiiet  of  tabiilating  da.ta  from  Form  D,  it  would  be  unnecessary  to  enter 

more  than  one  line  for  each  yea,r.   The  double  and  triple  entries  for 

any  particular  year  are  designed  to  make  possible  the  transcription 

of  the  correct  "Tax  appraisal  value,"  "Tj'pe  of  property,"  a,nd  other 

data  to  the  Deed,  Sheriff's  Deed,  and  Mortgage  Schedules  (Forms  A,  3,  and  C' 

2.  The  "Ta,x  ap'praisal  value,"  "Type  of  property,"  etc.,  items 
on  the  Deed  and  Mortgage  Schedules  must  be  obta,ined  from  the  Tax 
Appraisal  Schedule.   This  maices  necessary  the  use  of  a  new  line  every 
time  a  change  in  characteristics  occurs.   In  the  case  of  the  Deed  and 
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Sheriff's  Deed  Schedules  information  must  te  obtained  as  of  the  time 
cf  the  transfer  disregarding  su'bsequent  changes.   Similarly,  the 
data,  transcribed  to  the  mortgage  schediile  must  he  as  of  the  time 
of  the  mortgage.   Thirj  is  imperative  because  otherwise  the  tabiilations 
from  the  Forms  A,  S,  and  C  will  tend  to  be  distorted. 

Example;  If  the  purchaser  at  the  sheriff's  sale  paid  $2,000 
for  a  vacant  urban  lot  and  thereupon  erected  a  $5,000  single  family- 
dwelling  upon  it,  it  would  obviously  distort  the  facts  if  the 
Sheriff's  Deed  Schedule  showed  a  $2,000  purchase  price  and  the 
"Type  rf  property"  entry  in  answer  to  item  43  of  the  Form  B 
indicated  a  single  family  dwelling  instead  cf  a  vacant  urban 
lot. 

As  indicated  above,  every  year  of  the  survey  during  which 

the  particular  parcel  remcinsd  intact  must  be  acccimted  for.   If  a 

portion  of  a  parcel  was  sold  and  in  the  subsequent  year  the  two  portions 

were  taxed  separately  or  if  a  parcel  was  merged  with  another  parcel  and 

the  combined  parcel  was  subsc-qucntly  tax3d  as  a  single  unit,  new  Tax 

Appraisal  Schedules  are  to  be  prepared  for  each  parcel  with  information 

beginning  the  yep.r  of  the  sale. 

Examples;  If  a  now  structure  is  erected  upon  any  lot  or 
portion  of  the  property,  start  a  new  line  because  this  means  a 
change  in  "Tax  appraisal  value"  ar.d  in  column  24  (Type  of 
property) .  Also  start  a  new  line  if  the  year  changes  in  column 
18  even  though  there  may  be  no  change  wliatsoever  in  any  of  the 
other  coltiinns. 

If  the  parcel  is  sold  intact,  a  new  line  need  not  be  started 
because  only  the  entry  for  coluirm  19  (ifeme  of  owner)  has  changed. 

If  a  portion  of  the  property  is  sold,  new  schedules  are  to  be 
prepared  for  each  new  parcel  with  the  information  beginning  the 
year  of  the  sale. 

Each  new  schedule  is  to  be  cross-referenced  to  the  old 
schedule  by  inserting  on  the  new  schedule  on  the  third  line 
below  that  for  the  year  of  the  sale  the  words  "See  Parcel  Ho. 

"  entering  the  "Parcel  number"  (item  9)  indicated  on  the  ' 

old  Form  D.  Also,  enter  on  the  top  line  on  the  old  Form  D, 

the  words  "See  Parcels  'No. and ",  entering  the  "Parcel 

numbers"  (item  9)  of  the  new  Forms  D.   The  property  can  then 
be  traced  through  the  entire  period  of  the  survey.   This 
operation  is  described  in  detail  in  the  sample  instri-icticns 
which  follow  (see  Sec.  1,  C). 
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Changes  in  ownership,  type  of  property,  date  of  erection 
of  structures,  and  appraised  or  assessed  values  are  normally  found 
in  the  auditor's  records  as  they  play  an  important  part  in  computing 

the  tax  en  the  property. 

Column  18.   Year.   Enter  in  this  column  the  month  and  j'ear  in 
which  the  conditions  first  became  effective  which  are  in- 
dicated on  the  same  line  in  the  remaining  columns.   A  new 
line  is  to  be  used  whenever  any  one  or  more  of  the  entries 
in  the  remaining  columns  (except  name  of  owner)  change;  that 
is,  if  "Tax  appraisal  value"  changes  or  if  the  "type  of 
property"  changes. 

Enter  the  years  in  chronological  order  with  the  most 
recent  year  on  the  first  line.  At  least  one  line  must  be 
used  for  ea.ch  yc^ar.   Every  year  must  be  accounted  for 
during  which  this  parcel  remained  intact. 

If  a  change  takes  place  in  any  of  the  other  columns 
(except  a  change  in  name  of  owner  only),  enter  the  month 
as  well  as  the  year  of  the  change  on  a  new  line  in  the  "Year" 
column. 

Fnenever  an  entry  is  obtainad  directly  from  the  duplicate 
of  the  tax  bill  it  must  be  distingui=?hed  I'y   insorting  an  "X" 
in  the  space  provided  at  the  left  o:^  colr.-n  ?.&  (Year).   Do 
not  enter  "X"  for  any  other  lines  tmiess  specif ica,lly  instructed. 

Column  19.   Name  of  c-.^"i.::r.   Enter  h:rc  the  f'.ul  name  of  the 
owner.   f"R..i'T  DO  ''CT  '.'~'":1\      If  th-->  ra;:;c  cf  the  owner 


rst  ne.me    (or 
JOhES,  JOM  H. 
h  as  indication 


is  that  of  a  perse  i,  eut  ~r  "one  J..'~?:  na -^.g  , 

initial),  and  mid.^.Ie  nr-,:„a  (or  : -ii'.tj,-''  ,,'  tn 

Enter  also  o.nj''  at'ditional  de-^i-.-n, A.r'.r-;?,  s 

of  other  ov:ner,  trustee,  et  al,  exc.   iiot^-  that  the  name  of 

the  ownor  mav  not  be  the  name  of  s.  person.   It  ma.y  be  a 

building  a,nd  loan  association,  a  ba.nk,  etc. 

As  noted  above,  if  only  the  name  of  OTmer  cha.nges  within 
a  given  year,  it  is  uniecessary  to  start  a  new  line.   This 
means,  of  course,  --hat  net  all  ov.t. 3rs  of  the  property  will 
be  listed  on  the  ''•■■^ji  Appraisal  Schedule,  Form  D,  as  those 
owners  'vr'.ll  not  a,;;p,;ar  who  cwred  the  prop^^rty  for  only  a 
few  iro-iths  of  th-  year  but  were  not  in  possession  at  time 
of  appraisal.   This  v.ill  be  of  no  ccnsequcnco  as,  in  terms 
of  correlating  with  the  Deed  and  Sheriff's  Dued  Schedu].es,  the 
primary  need  is  to  be  able  to  establish  the  appraisal  value 
and  type  of  property  existent  at  the  time  of  the  transfer. 
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If,  hcwever,  both  the  name  of  owner  and  the  type  of 
property  change,  it  will  be  necessary  to  leave  two  lines 
blanlc  heca'-ise  of  the  necessity  of  establishing  whether 
the  tyT>e  of  property  changed  "before  or  after  the  change  in 
ownership.   This  point  will  he  made  clear  in  the  sample 
instructions  (see  Sec.  I,  C). 

Coliimn  20.  Code  type  of  OTt-ner.  Leave  this  space  'blaiik:.  This 
information  is  to  "be  obtained  during  the  process  of  cor- 
relation. See  the  correlation  instructions  for  detailed 
instractions  for  entering  this  item. 

Ccln-mn  21  Land  (dollars).  Enter  on  each  line  in  this  column 

the  tax  appraisal  value  of  the  land  (in  dollars)  as  established 
for  the  period  designated  in  the  "Year"  column  on  the  same  line. 
If  the  appraised  value  changes  within  a  given  year,  in  that 
a  new  appraisal  was  made  beca,use  of  a  change  in  type  of 
property,  a  new  line  must  be  started  with  each  value  indicated 
in  chronological  order  with  the  most  recent  value  at  the  top. 
In  each  instance  the  appraised  value  must  be  that  for  the  type 
of  property  indicated  on  the  same  line. 

ColuBin  22.   Improvements  (dollars).   Enter  on  each  line  in  this 

column  the  tax  appraised  value  (in  dollars)  of  all  improvement s 
on  the  land  before  subtraction  of  any  exemptions.   In  each 
instance  the  appra.ised  value  must  be  that  for  the  t^-pe  of 
property  indicated  on  the  same  line. 

Column  23.   Total  (dollars).   Enter  on  each  line  in  this  column 
the  total  combined  tax  appraisal  value  of  land  and  im- 
provements (in  dollars)  as  established  for  tax  purposes.   This 
item  is  to  equal  (on  each  line)  the  sum  of  the  entries  for 
items  21  and  22  on   the  same  line  provided  that  information  has 
been  available  for  both  items  21  and  22.   In  each  instance  the 
total  appraisal  value  must  be  t"nat  for  the  type  of  property 
listed  on  the  same  line. 

Start  a  new  line  if  any  change  is  listed  for  columns  21, 
22,  and  23.   In  all  instances  of  change,  other  than  for 
appreciation  or  depreciation,  enter  p.   complete  explanation 
of  such  change  in  column  27  (Remarks). 
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Column  g4»  Type  (of)  property  code.  Enter  on  each  line  in  this 
colioijiti  a  code  entry("see  "Type  of  property  code,"  iDelow) 
indicating  the  tyve   of  property  shown  ty  the  a,uditor'3  or 
assessor's  record  as  oxistent  on  the  property  at  the  time 
entered  in  the  "Year"  coliunn  on  the  same  lino. 

St,art  a  new  line  if  the  tjnpc  of  property  changes  within 
a  given  yoar  or  if  the  year  changes.  Thus,  within  a  given 
year  up  to  the  -Tionth  of  July  the  land  may  he  vacant.  In 
July  an.  improvement  is  made.  A  new  line  is  to  be  started  and 
the  new  entry  in  the  "Year"  column  is  to  he  7-35  while  the 
entry  in  the  "T^/pe  of  property"  column  is  to  change  also. 
These  entries  will  then  indicate  the  period  of  time  within 
the  given  year  that  the  property  was  unimproved;  the  period 
during  which  it  v;as  improved;  and  the  type  of  improvements. 
This  makes  it  possible  to  a,scertain  the  applicable  type  of 
property  at  the  time  of  a  particular  transfer  or  mortgage. 

TYPE  OF  FR0P5RTY  CODS 

Code    Classification  (see  definitions  below) 

A  1-fpjnily 

B  2-family 

0  3-  and  4-  family 

D  S-fpjnily  or  more 

E  Eesidential  with  business 

P  Vacant  urban  lots 

G  Taccjit  acreage 

H  Farm  or  estate 

J  Industrial  or  conmorcial 

E  Other 

EEFIHITIOIIS  OF  CODE  CLASSIPICATIOIT 

To  insure  acciorate  and  comparable  entries,  it  is  iraporativo 

that  the  following  definitions  be  followed  closely  in  assigning  codes. 

Code  A.  l~family.  Enter  the  code  letter  "A"  if  the  building 
is  intended  for  occupancy  by  one  family  end  if  tiic  land 
is  less  th?ui  3  acres  in  area.   Such  a  building  ma;^'-  bo  free- 
standing "(detached) .   If  the  prop'-rty  covered  by  the  deed 
or  mortgage  includes  only  one-half  of  a  two-family  side-b;'-side 
structure,  such  a  unit  is  to  be  coded  as  a  "l-fanily"  structure, 
To  be  classified  as  "1-family"  the  structui'e  must  not  contain 
any  business  units. 
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Note;  When  code  "A"  is  entered  in  this  column,  the 
entry  in  the  "N-uniber  of  units"  column  must  al\7ay3  lie  "1." 

Godg  B.  g-'family.  Eneter  code  letter  "B"  if  the  "building  is 
classified  as  a  "2-family"  dwelling  and  if  the  land  is 
less  than  3  acres  in  corea.  This  includes  all  buildings 
intended  for  occupancy  by  two  families  pro'n.ded  that  both  of 
the  dwelling  imits  in  the  structure  are  included  in  one  and 
the  same  parcel  of  real  estate.   This  type  must  not  contain 
any  business  units. 

The  "S-faraily"  units  may  bo  on  separate  floors  as  in  a 
two-family  two  decker;  may  be  a  single  duplex;  or  may  each 
have  two  floors  with  a  common  party  wall  as  in  a  two-family 
side-*by*»side.  Do  not  include  a  double  duplex  (four-family) 
in  code  "B" ;  it  is  to  be  included  with  code  "G,"  as  indicated 
below,  as  the  nimber  of  luiits  r;ill  be  "4." 

Note:  When  code  "B"  is  entered  in  this  column,  the  entry 
on  the  same  line  in  "Number  of  units"  column  miist  always  be  "2." 

Code  G»  5-  and  4-family.  Enter  code  letter  "C"  if  the  building 
has  dwelling  accomodation  for  three  or  four  families  fjid  if 
the  land  is  less  tlian  5  acres  in  area.  This  type  must  not 
contain  any  business  units. 

Note;  THien  code  "C"  is  entered  in  this  coli-'mn,  the  entry 
on  the  same  line  in  "Number  of  units"  colunn  must  ?,lv.'?ys  be 
either  "3"  or  "4." 

Code  D.  5-faJiily  or  more.   Enter  code  "D"  if  th-  structure  has 
accomoda.tions  for  five  families  or  more  re~;.rdless  of  the 
area  of  the  land.   This  type  m-'ist  not  contain  ary  busin-jss  •'mitsi 

Note:  ITnen  code  "D"  is  entered  in  this  column,  the  entry 
on  th';:  Sr?jne  line  in  "Number  of  imits"  column,  must  be  a  number 
not  less  than  "5." 

Code  5.  Eesidential  with  business.  Enter  code  "E"  if  the  structure 
has  one  or  more  family  -ixiits  and  includes  also  accomodations 
for  business,  such  as  retail  store,  public  garpge,  gas  station, 
small  manufacturing  unit,  etc.  Do  not  use  ;this  code  if  the 
land  is  3  or  more  acres  in  srea,^  ~"'         '   =•■"—*- 

Note;  Wlien  code  "E"  is  entered  in  this  colunn,  the  entry 
on  the  sijne  line  in  "Number  of  units"  column  must  show  only 
the  number  of  residential  units  in  the  structure.  Do  not 
enter  or  include  biisiness  units. 
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Code  J.  Vacant  Tirb.?ji  lots.  Enter  code  "?"  for  all  vacant  land 
described  as  lots  within  subdivided  plats,  regardless  of 
whether  it  is  inside  or  outside  an  incorporated  place.  If 
the  vacant  land  is  inside  an  incorporated  place  but  is 
not  subdivided,  the  following  rules  are  to  be  follovTed: 

1.  Eegai'dless  of  appraised  value,  enter  code  "F"  if 
the  vacant  land  is  less  tlian  4  acre  in  area. 

2.  Segardlcss  of  the  nui:.ber  of  acres  included,  enter 
code  "F"  if  the  vacant  land  has  tvn  appraised  value  of 
more  tnan  $2,000  an  acre. 

For  the  p-irpose  of  this  entry,  "vacant  land"  is  defined 
as  land  containing  no  ma^jor  structures. 

Note:  T?hen  code  "F"  is  entered  in  this  coluiar.,  the  entry 
on  the  Si.Lme  line  in  "Foiiiber  of  units"  column  is  to  indicate 
the  number  of  lots  included  in  the  pajcel.  In  nnking  these 
entries,  inaicate  clearly  that  the  nvjnber  represents  lots  by 
entering  "2-L"  "3-L,"  etc. 

Code  &,  Vaxant  acroago.  Enter  code  "G-"  for  all  vacant  Iraid  lying 
outside  incorpc/rated  places  unless  the  va^cuit  land  is  de- 
scribed as  lots  v;ithin  subdivided  plats.  If  the  vacant  land  f 
insido  an  incorporated  place,  enter  code  "C-"  if  the  land  is 
5~l>..cre  or  raore  in  area  and  has  an  appraised  value  of  $2,000 
or  less  axL  acre.  Note  that  if  the  vacant  land  within  an 
incorporated  place  has  an  appra.ised  value  of  more  than 
$2,000  an  acre,  code  "F"  (not  code  "G-")  is  to  be  entered 
regardless  of  the  rrombsr  of  acres  included. 

For  the  p-'orpose  of  this  entry  "vicant  Irnd"  is  defined 
as  Land  containing  no  major  struct^'or-^c. 

Note;  Y»hen  code  "3-"  is  entered  in  thi-  columii,  the 
entry  on  the  same  line  in  "ITumber  of  units"  colimn  is  to 
indicate  the  niimber  of  a,cres  included  in  the  parcel.   In 
making  these  entries,  indicate  clearly  uhat  the  nvjnber  is 
for  acres  by  entering  as  "2-A" ;  "3-A";  etc. 

Code  H.  Farm  or  esta.te.  Enter  code  "E"  if  the  parcel  represents 
a  "Farm"  or  "Estate." 

For  the  pui-pose  of  this  entry  a  "Farm"  or  "Estate"  is 
defined  as  a  tract  of  land  comprising  3  or  more  acres  and 
containing  one  or  more  residential  structures  of  the  type 
specified  in  the  definitions  for  codes  A,  B,  C,  and  E,  above; 
or  which,  containing  one  or  more  such  structures,  is  classed 
as  agricultural  land. 
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Note;   Fiicn  coa-:    "H"  is  rntcred  in  this  coltunn,  the 
entry  on  the  same  lino  in  "'^iiinbt  r  cf  \inits"  coltmn  is  to 
indicate  the  mimler  cf  s.cres  included  in  the  parcel.   In 
TLaJcing  those  entries,  indicatt  clearly  that  the  numher  is 
for  acres  ty  entrring  as  "2-A";  "3-A";  o^tc. 

Code  J»  Industrial  or  ccciicrsio.l  (st)ccify).   Snter  code  "J" 

if  the  majcr  structures  on  the  property  are  for  commercial 
or  ind''\strial  use.   In  inst.ances  where  this  code  is  used, 
it  is  desiralile  that  "Industrial"  or  "Commercial"  he  entered 
in  column  2?  (Remarks)  to  indicate  the  use  to  which  the 
property  was  put. 

IIo t e ;   When  code  "J"  is  entered  in  this  coluim,  the 
entry  en  the  sane  lino  in  "Numher  of  units"  coluiin  is  to  he 
a  dash  (-). 

Cede  K.  Other  (specify).   Enter  code  *'K"  in  any  instance  where 
the  property  cannot  "be  properly  classified  under  codes  A 
through  J,  above.   In  each  instance  specify  in  column  27 
(Rerearks)  the  particular  use  to  which  the  property  is  put, 
such  as  schools,  playgrounds,  etc. 

Note;   When  code  "IZ"  is  entered  in  this  column,  the 
entry  on  the  saT^e  line  in  "Numher  of  units"  column  is  to 
he  a  dash  (-). 

Code  25.  Ilumher  of  units.  Enter  on  each  line  in  this  column 

the  n'omher  of  units  included  in  the  proT)crty  as  classified 
hy  the  code  entry  on  the  same  line  in  column  24,  "Type  of 
property. " 

"Numher  of  units"  is  defined  as  the  mjiTiher  cf  family 
units  in  residential  structures  t>T   in  structur.;s  with 
both  residence  and  business  accommodations.   So  not  include 
"business  units"  here.   In  the  instance  of  "Urban  vacant 
lets"  enter  here  the  number  of  lots.   In  the  case  of  "Vacant 
acreage"  or  "Farm  or  estate"  enter  the  number  of  acres. 

Note:   If  the  entry  in  this  column  changes,  tliat  is, 
if  the  nomber  of  units  changes  v/ithin  any  period,  a  new 
line  is  to  be  started  for  all  col^'aiims  because  any  change  in 
the  nui.iber  cf  uii.itc  involves  a  change  in  the  type  of  property. 

The  following  table  shows  the  interrelationship  bet^veen 
entries  in  this  column  (column  24)  and  the  entries  on  the 
same  line  in  the  "Typo  of  property"  column  (column  25). 
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Code   entry  for   col'arn  ?.4         Fnbry  for   colu..in  25    (!To.    of  units) 
(Type  of  prcntrtv) 

A  Must  always  te  1 

B  Must  always  "be  2 

C  Must  "be  either  3  or  4;  not  tjoth 

D  Mast  "be  not  less  tlian  5 

E  Include  residential  ■'onits  only 

r  llinnter  of  lots.   Examples: 

l!o_T,ll.  in_T,ll.  ,-.•>- r 
G-  I>T''ain"b3r  of  acres.   Exar.plcs: 

"2-Ai';  ".-^-A";  etc. 
E  Kum'ber  of  acres.   Sxanples: 

"2-A";  "S-A";  etc. 
J  Must  l)e  a  dash.  (-) 

K  MjLst  te  a  dash  (-) 

Item  26«  Year  erected.   Enter  in  this  colunii  the  ye-ai'  in  which 
the  najor  structure  (existing  on  the  date  indicated  on  the 
sane  line  in  thu  "Year"  col'ar.n)  was  "built,   llotc  particularly 
that  the  "Y:;ar  erected"  is  to  "be  the  year  thf.  strirctuxe  was 
erected  or i, finally  and  does  not  refer  to  any  Ipter  revisions, 
additions  or  repairs  nade  on   t'ne  original  structure. 

Excirple;   A  siiifrle-family  house  was  "built  in  1370. 
In  1915  it  was  remodeled  so  that  it  would  accoraraodate  two 
families.   In  1930  it  was  dericlished  and  a  new  "building 
erected.   The  "buildin*^  erected  in  193C  is  still  standing 
ond  is  still  the  major  structure  on  the  properby  at  the 
latest  date  considered  in  the  siirvey. 

In  the  a"bove  example,  the  entry  in  the  "Year  erected" 
column  is  to  "be  repeated  as  "1870"  until  the  date  of  erection 
of  the  new  biiildinf:  in  1930.   From  1930  to  and  including  the 
latest  date  considered  in  the  survey,  the  entry  is  to  "be 
repeated  as  "1950."  The  "1370"  entry  is  not  to  cnange  in 
1915  "because  the  remodeling  did  not  constitute  erection  of 
a  new  "building,  althoiigh  the  entry  in  the  "Typo  of  property" 
column  must  change  in  1915  from  "A"  to  "B. " 

Item  27.  Eemarl^s  .  Enter  on  each  line  in  this  column  any  ex- 
planatory statements  which  may  assist  in  interpreting  entries 
on  the  same  line  in  the  other  columns.   Thus,  enter  here  an 
explanation  of  the  change  in  value  occasioned  hy  special 
reappraisals  or  "ty  repairs,  "ouilding  additions,  remodeling, 
landscaping,  or  change  in  the  use  of  the  property.   (Any 
remodeling,  addition,  etc.,  which  affect  the  type  or  use  of 
the  sti^jctiire,  is  to  be  reflected,  of  course,  "by  a  change  in 
■  the  "Type  of  strxicture"  code  and  the  consequent  shifting  to  a 
new  line.)   rio  explanation  need  "be  entered  here  for  changes 
in  A-aluation  which  are  due  to  normal  depreciation  of  the 
ijroperty.   However,  marked  increases  or  decreases  in  the 
item  of  valuation  are  to  "be  explained  in  this  space. 
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C .   Sample  Ir.Gtr'Jctions  for  Filling  Tax 

Appraisal  Schedule  Fcrm  D  in 

Hamilton.  County,  Ohio 

The  exact  types  of  tax  appraisal  records  and  the  systems  of 
their  maintenance  v.ary  v/idely  'botween  counties.   This  malc^s  impracticahlo 
the  indication  of  specific  sources  of  data  for  each  of  these  scJiedule 
items  which  are  to  he  filled  from  the  tax  appraisal  records.   It  is 
impossihle,  also,  to  indicate  the  precise  division  of  operations  made 
necessary  "by  reference  to  the  s^jecific  records  existent  in  a  particular 
auditor's  or  assessor's  office. 

The  tax  appraisal  records  existing  in,  and  as  maintained  by, 
Hamilton  County,  Ohio,  are  used  helow  (v/ith  slight  inod.if ications)  as 
the  "basis  for  a  "brief  description  of  detailed  operating  procedures  in 
filling  this  schedule.   The  ex-ample  should  jjrove  useful  in  suggesting 
methods  applica"ble  in  other  areas. 

In  filling  the  schedule  items  as  indicated,  the  descrixitions 
and  definitions  of  terms  are  the  same  as  presented  ahove  in  "A.   General 
Transcription  Instructions,  "  and  "B.   C-en''~ral  Instructions  for  Filling 
Tpx  Appraisal  Schedule,  Form  D." 

In  these  sample  instractions,  it  is  asf.-omod  that  Tcjc  Appraisal 
Schedules,  Forr  L,  ioro   to  lo  pr-:parcd  for  thr  period  of  1917  through  1936, 

1.   Source  of  d".te.   In  this  couT'ty  rerulrr  rpprairals  are 
made  every  6  years.   For  the  period  1917-1935,  thert^fore,  the  original 
work  sheets  of  the  appraiser  (Field  Appraisal  Sheets)  are  availahle  for 
1918,  1925,  and  1931. 
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A  tax  bill  ir.  iPbiird  '?ach  y-'^ar  for  each  parcel  of  property. 
Duplicates  of  thuse  tax  131118  are  available  in  "bound  books  (Tax 
Duplicate  Books)  in  the  assessor's  office. 

Since  1931,  however,  lists  also  have  been  niaintained  in  the 
assessor's  office  for  each  parcel.  These  Tax  Appraisal  Lists  present 
the  same  data  as  appear  on  the  Tax  Duxilicates. 

Although  they  are  more  conveniently  arranged  for  use  in  this 
transcription,  not  many  cotnties  provide  such  Tax  Appraisal  Lists.   The 
instructions  prerented  below  refer,  th-.refore,  to  the  Tax  Duplicate  Books 
and  to  the  Field  Appraisal  Sheets  only,  as  these  two  sets  of  records 
are  most  lively  to  be  in  general  existence.   The  gn^neral  principles  in- 
volved in  trarscribing  the  data  from  the  Tax  Appraisal  Lists  are  the  same 
as  f'lr  transcri-otiou  from  the  Tax  Duplicates.   In  the  event  that  lists 
are  available,  the  instructions  can  be  adapted  readily  so  that  use  can  be 
made  of  those  tax  records  which  arc  arranged  most  conveniently. 

S.   Order  nf  reftrenco  to  Tax  P.eccds.   The  Tax  Diplicates 
and  the  Field  Appraisal  Sheets  are  to  le  referred  to  in  reverse-  order 
of  time  tlia.t  is,  transcribe  data  first  from  the  Tax  Duplicates  for  1935; 
then  from  those  for  1935;  etc;  back  through  1931.   For  1951  tr-^jiscribe 
also  the  supplementary  data  furnished  by  the  Field  Appraisal  S^.t-ets  for 
that  year.   Then  refer  to  the  Tax  Duplicates  for  1930  through  1925; 
transcribe  also  from  the  1935  Field  Aupraisal  Sheets;  refer  to  the  Tax 
Duplicates  for  1924-1918;  to  the  Field  Ai^praisal  Sheets  for  1918;  and 
finally  to  the  Tax  DaT)licates  for  1917. 
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3 .   Trpxiscription  of  inforcn.ticn  from  1956  lex   D'-iplicpto 
Books.   A  Tax  Appraisal  Schtdul^,  ?ora  E,  is  to  te  prepared  for  each 
parcel  of  property  assessed  diiring  the  year  1935. 

The  following  items  are  to  he  filled  from  the  Tax  Duplicates 
for  that  year. 

Item  3.   MuniciToality 

4.  llinnher  and   street 

5.  Sutdivision 
5.      Lot  niimter 

7.  Plat  hock  rmnher 

3.  Page  nunter 

9.  Parcel  niomber 

10.  Sanj^e 

11.  Township 

12.  Section 

13.  Identification  or   di^scripticn  of  property 
13.  Year 

19.  Name   of  owner 

PI.  Land   (dollars) 

22.  ImproA^r-ments  (dollars) 

23.  Total  (dollars) 
27.  Homarks 

Bote  that  item  20  i-irpo   of  ovmer)  is  to  he  obtained  later 
when  correlating  with  the  arplicahle  Forms  A  e.nd  B. 
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(The  svi.pervisor  is  to  provide  oach  transcriter  with,  a  "blank 
copy  of  the  Tax  D-anlicate  form  in  ■•.se   in  tho  county.   Each  Tax  Duplicate 
iten  which  is  to  ho  transcrihed  to  the  schedule  is  to  he  marked  hy 
inserting  "beside  it  the  nTur."ber  of  the  corresponding  schedule  item.) 

When  the  items  listed  a"bove  have  "t^een  transcri"bcd  to  the 
Tax  Appraisal  Schedule,  Form  D,  retain  th.e  schedules  in  alpha'betical 
order  hy  name  of  tho  1955  owner.  They  are  now  ready  for  tr-inscriiDticn 
of  data  from  the  1955  Tax  luplicate  Sooks. 

4 .   Tra.r.scription  of  dat?.  from  1935  Tax  Saplicate  Books* 
At  the  time  this  operation  'bogins,  the  transcri'oer  is  to  have  at  liand 
the  Tax  Appraisal  Schedules,  Form  D,  which  have  "been  filled  for  parcels 
assessed  for  the  year  1936.   These  Forms  3  are  arr-oiged  in  order  of 
the  owner  at  the  time  of  the  1956  assessment.   The  Tax  I>aplicates  for 
1935  are  arranged  (in  the  Tox   Iraplicate  Bocks)  in  alphahetical  order  "by 
the  name  of  the  1935  oiTiier.   If  the  ta::  appraisal  value  h^.s  not  changed 
and  the  property  "boundaries  and  other  identification  items  remain 
identical,  trexscribe  the  data  to  the  next  line  of  the  applicable  Form  I, 

If  a  marked  chenge  in  the  ta:c  appraisal  vpJue  has  occurred, 
leave  one  line  blank  before  entering  t'nc  line  from  the  1935  Tax  Duplicate. 

If  bcth  the  tax  e.ppraisal  value  and  the  owner  "n.ave  changed, 
leave  two  lines  bla-ni:  b.fore  cnt^^ring  the  line  from  the  1935  Tax 
Duplicate. 
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These  linos  are  to  be  left  blank  becauKe  (l)  the  month  of 
the  chan5:e  in  type  of  property  which  ca;ised  the  r.arhed  chiinge  in  the 
tajc  appraisal  \'alue  must  be  obtained  later  from  the  Field  Api^raisal 
Sheet  at  which  time  one  of  the  blank  lines  is  to  be  filled  for  that 
portion  of  the  year  in  which  the  revised  tax  appraisal  value  was 
effective,  and  (2)  the  month  of  the  change  in  CTnership  must  be  obtained 
later  from  the  applicable  Deed  cr  Sheriff's  Deed  Schedule,  at  which 
time  the  other  blan-c  lin;/  is  to  be  filled  for  that  portion  of  the  year 
during  which  the  more  recent  owner  (purchaser)  had  possession  of  the 
property.   This  will  assist  in  recording  the  status  of  the  property  at 
the  time  of  transfers.   The  major  problem  of  determining  whether  the 
change  in  t^/-pe  of  property  occujrred  before  or  after  the  change  in  ovmer- 
ship  is  discussed  later  in  some  detail. 

Place  an  "X"  in  the  space  provided  to  the  left  of  the  entry 
in  the  year  column  on  each  line  filled  directly  from  the  Tax  Duplicate 
as  only  these  lines  are  to  be  considered  in  tl^e  tshulation  of  data 
from  Forn  D.   As  noted  above,  the  other  lines  are  designed  to  provide 
data  for  transcrii-^tion  to  Forms  A,  3,  and  C. 

If  the  property  has  been  transferred  between  the  time  of  the 
1935  and  the  1936  assessments  with  a  consequent  cha.nge  of  owner,  the 
Form  D  (filled  for  1956)  and  the  Tax  Duplicate  for  1935  will  not 
appear  in  the  same  alph:?betical  position.   The  two  doc"anents  must 
then  be  ma.tched  as  follows: 
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(a)  If  an  owner's  name  is  found  on  a  ^ajc  Duplicate  for 
which  no  Form  D  appears  (in  alphabetical  order)  showing 
the  same  name  and  the  same  identification  items,  prepare 

a  nevY  Form  I)  from  the  Tax  Duplicate,  entering  the  property 
characteristics  on  the  third  line  of  the  "Prop^^rty  history" 
section  of  the  schedule.   Leave  the  first  t^ro  linos  "blank. 
Nov;  la;''  the  new  Toms  D  to  one  side  on  a  specijil  pile 
narked  "Filled  from  1955  Ta;<:  Duplicate." 

(b)  If  any  item  of  identification  on  the  Tax  Duplicate 
differs  from  the  corresponding  entry  on  the  Form  D  (even 
though  the  owner's  riame  be  the  same),  the  property  covered 
hy  the  Tax  Duplicate  is  to  he  considered  as  a  different 
parcel.  A  new  Tax  Appraisal  Schedule,  Form  D,  is  to  he 
made  for  the  parcel.  Fill  the  third  line  of  the  "Property 
history"  section,  leaving  the  first  two  lines  "blank.  Now 
include  the  new  Form  D  in  the  special  group  "Filled  from 
1S35  Tax  Duplicate." 

(c)  If  an  owner's  name  is  found  on  a  Form  D  (filled  for 
1936)  for  which  no  1935  Tax  Duplicate  appears  in  alphabetical 
order  with  the  same  name  and  same  identification  items,  lay 
the  Form  D  to  one  side  in  a  special  pile  marked  "Ko  1935 

Tax  Duplicate. " 

Upon  completion  of  transcription  of  data  to  the  Forms  D 
from  the  1935  Tax  Duplicates,  sort  the  two  special  piles  of  Forms  D 
by  property  identification  and  match  them. 

(d)  If  all  identification  items  on  two  Forms  D  (one  from 
each  pile)  match  exactly,  the  property  is  obviously  the 
same  except  for  the  change  in  ownership.   Transcribe  the 
tax  duplicate  information  for  the  year  1935  to  the  original 
Form  D  (filled  for  1936),  indicating  the  change  in  owner- 
ship in  column  19  (Name  of  owner).   If  a  marked  change 
also  has  occurred  in  tax  appraisal  value,  as  well  as  the 
change  in  ownership,  leave  two  lines  blarik. 

The  Forms  D  which  now  show  data  for  both  1936  and  1935  are 

now  to  be  included  with  the  regalar  Forms  D,  filing  them  alphabet ica.lly 
by  name  of  the  1935  owner.   In  each  case,  discard  the  new  Form  D  filled 
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directly  frora  tiio  1935  Tax  Duplicate,  entering  in  the  unper  riglit  nargin 

the  statement  "1936  owr.er: _"  indicr.ting  the  ow:ier's  name.   File  anay 

all  such  discarded  Icrins  D  in  case  a  lat^^r  verification  is  needed. 

(e)  Aftor  all  ?ori.ir-  D  with  identical  prop"-rty  descriptions 
have  teen  matched  as  above,  the  remaining  Forns  D  will  ce 
those  which  cannot  be  matched  in  pairs  because  of  diff'-rences 
in  the  propertj^  identification  items.   This  means  that  the 
particula.r  parcel  assessed  in  1936  was  a  part  of  a  parcel 
with  different  bciondaries  when  the  1935  assessment  was  made. 
These  Porns  D  are  related,  therefore,  and  are  to  be  cross- 
referenced  as  indicated  below.  Before  starting  this  operation, 
enter  in  the  upper  right  margin  of  each  Form  D  the  words 
"Filled  from  1935  Tax  Duplicate"  or  "Nc  1935  Tax  Dap].icate," 
whichever  is  applicable. 

Fnen  all  matching  and  cross-referencing  operations  have  been 
completed,  arrange  all  the  Forms  D  in  alphabetical  order  by  name  of  the 
1935  owner, 

5.   Cross-referencing  Forms  D  for  parcels  ^ith  overlapping 
boundaries.   As  indicated  in  step  e,  above,  a  nniaber  of  Forms  D  cannot 
be  matched  because  differ-^nces  in  property  identification  exist.   In 
most  instances  these  diff'.rences  will  consist  in  cverlappijig  boundaries. 
That  is,  a  parcel  assessed  in  1935  m^ay  have  been  sold  anr'  split  up,  or 
may  have  been  incorporated  with  anoth'-'r  parcel,  prior  to  the.  1036  assess- 
ment.  In  the  first  inst.ance,  tv.-o  parcels  may  have  been  assessed  in  1936 
which,  at  the  time  of  the  1935  assessment,  constituted  a  sirgle  parc-l. 
The  Forms  D  for  such  parcels  are  "related"  and  must  be  given  spf cial  hand- 
ling to  insure  (l)  that  the  data  for  the  year  of  the  sale  arc  tabulated 
without  duplication,  (2)  that  it  will  be  possible  to  transcribe  to  the 
applicable  Deed  Schedule  or  Sheriff's  De.'-d  Schedule  (Forms  A  and  3,  res- 
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pectively)  the  correct  informa,tion  as  to  the  appraisal  value  and  type 
of  property  at  the  time  of  the  transfer,  and  (o)  that  it  will  be 
possible  to  transcribe  to  the  Mortgage  Schedule,  Form  C,  the  correct 
information  as  to  the  appraisal  value  and  type  of  property  at  the  time 
of  mortgaging. 

The  tabulation  problem  is  easily  solved,  as  the  instructions 
above  provide  that  an  "X"  is  to  be  entered  in  the  space  provided  at  the 
left  of  column  18  (Year)  on  all  lines  filled  from  the  Tax  Duplicates.   In 
tabulating  these  data  from  the  Forms  D,  only  the  lines  filled  from  the 
Tax  Duplicate  are  to  be  considered. 

The  problem  of  insuring  tht.t  the  correct  data  are  transcribed 
to  the  applicable  Deed,  Sheriff's  Deed,  and  Mortgage  Schedules  (Forms  A, 
B,  or  C)  can  be  solved  only  by  being  sure  that  a  readily  recognizable  line 
appears  on  the  proper  schedule  showing  the  characteristics  of  the  property 
at  the  time  of  each  transfer  or  mortgage.  As  the  information  for  type  of 
property  and  date  of  transfer  cannot  be  obtair.ed  until  later,  it  is 
necessary  to  cross-reference  the  related  Forms  D  so  that  they  can  be 
located  when  necessary. 

The  method  of  cross-referencing  is  indicated  in  the  following 

example  where  it  is  assumed  that  parcel  nvimbers  are  available  and  have 

been  entered  on  all  forms. 

Example ;   The  1935  Tax  Daplicates  for  parcels  235  and  384 
showed  Henry  Jones  and  William  Brown,  respectively,  as  OTmers. 
In  1935  no  Ta^s  Duplicate  appeared  for  these  two  parcels  and 
the  Forms  D  were  set  aside  In  the  group  "No  1935  Tax  Duplicate." 

A  1935  Tax  Duplicate  appeared  for  parcel  199  with  Henry 
Jones  as  owner,  but  as  no  1936  Tax  Duplicate  appeared  for  this 
parcel,  no  Form  D  was  availablq  to  which  the  1935  data  could 
be  transcribed.   Hence,  a  new  Form  D  was  prepared,  leaving  the 
first  two  lines  'blank  in  tho  "Property  history"  section,  of 
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which  the  top  line  is  noT?  to  he  used  for  the  cross-referencing. 
This  new  Perm  D  was  then  laid  aside  in  the  gxctip  "Pilled  from 
1935  Tax  Euplicate." 

A  comparison  of  the  r.roperty  description  of  these  parcels 
reveals  that  the  tuo  1936  parcels  (236  and  384)  lay  side  hy 
side  with  a  common  ho-andaiy.  The  1935  parcel  (199)  wa.s  com- 
prised of  the  tvro  1936  parcels  (256  and  3B4)  joined  together 
•under  the  single  ownership  of  Henry  Jones  and  assessad  a,s  the 
one  parcel  (199)  in  1935.  It  is  apparent  that  Henrj'-  Jones, 
subsequent  to  the  1935  assessment,  sold  one  portion  of  his 
parcel  to  William  Brown,  retaining  the  other  portion.  The  two 
portions  were  assessed  separately  in  1936  with  parcel  nujn'oer 
236  assigned  to  the  portion  Eenry  Jones  retained  and  pe,rcel 
numher  384  assigned  to  the  portion  piu-c."nased  hy  William  Brown. 
The  Jorms  D  for  the  thjree  parcels  a,rc-  to  he  cross-refer  Lanced 
as  follows: 

On  the  Form  D  for  pai'cel  199  (th3  large  1935  parcel)  enter 

on  the  top  line  the  statement  "See  parcels  236  and  384."  This 

shows  that  information  concerning  this  land  for  the  year  1936 
is  to  DG  found  on  the  Forms  D  for  parcels  236  aJid  384. 

On  the  Forms  D  for  parcels  235  p.zid   384  skip  two  lines  helow 
the  line  entered  from  the  1935  Tax  Duplicates  and  enter  the 
statement  "See  parcel  199."  This  shov/s  that  information  covering 
the  land  for  the  year  1935  is  to  he  found  on  the  Form  D  for 
parcel  199. 

La.ter,  when  information  is  taken  from  the  Field  Appraisal 
Sheets  and  when  correlating  v/ith  the  Deed,  Sheriff'  s  Deed,  and 
Mortgage  Schedules  (Foruis  A,  3,  an.d  C)  relating  to  this  property, 
it  will  oe  possihle  to  trace  the  rroperty  through  the  en-tire 
period  of  the  survey. 

5,  Transcription  g-  T?;:v  Duplicates  for. years  19u--J:-'1951. 
In  transcriting  the  data  from  the  Tax  Duplicates  for  the  years  hack 
through  and  including  1931,  follow  precisely  the  same  procedures  as 
outlined  above  for  trans  crib  :.ng  th-  data  from  the  1936  and  1935  Hax 
Duplica.tes . 

7,  Transcription  of  data  frou  Field  Appraisal  Sheets  for 
1931,   The  Field  Appraisal  Sheets  for  the  general  appraisal  of  1951 
consist  of  a  file  of  the  original  work  sheets  used  hy  the  county 
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appraiser  in  ar)praising  jjroperty.  They  arc   "bound  in  "book  form  arranged 
"by  plat  'bool':,  page,  and  xiorcel  niim"b-jrs. 

As  ?.  preliminary  r^top  tc  tramcri'bing  the  data  from  the  1931 
Field  Appraisal  Sheets,  eirrango  the  rori-is  Ii  in  order  "by  plat  "book, 
page,  and  parcel  ntun"l;er;  tliat  is,  in  the  sane  order  as  that  in  which 
the  Field  Appraisal  Sheets  are  filed. 

In  iflpMng  entries  from  the  1951  Field  Appraisal  Sheets,  compare 
the  description  of  the  property  as  it  appears  en  the  schedule  with  the 
description  on  the  Field  Appraisal  Sheet.   Be  sure  that  these  descriptions 
arc  the  sane,  lost  the  data  "be  transcribed  to  the  wrong  schedule. 

The  following  itens  are  to  be  filled  from  the  Field  Appraisal 
Sheets: 

Item  14.  Sketch  oi   land 
15.  Size  of  land 

Col.    24.    Type   of  joroperty 

25.  l^omber  of  units 

26.  Year   erected 

(3ach  transcriber  is  to  be  provided  with  a  blank  copy  of  the 
Field  Appraisal  Sheet  form  in  use  in  the  county.   Each  Field  Appraisal 
Sheet  item  which  is  to  be  transcribed  to  the  schedule  is  to  be  marked 
by  inserting  beside  each  item  to  be  transcribed  the  niunber  of  the 
corresponding  schedule  item.) 

The  transcription  to  fne  Forms  D  of  the  items  listed  above 
will,  T/ith  certain  exceptions,  complete  the  filling  of  the  Forms  D 
for  the  period  1S36  through  1931.   Provision  is  made  later  for  entering 
items  1  (Area),  2  (District),  16  and  17  (relating  to  period  ownership 
by  the  present  owner),  and  20  (Type  of  owner). 
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As  the  Tax  Dupliratrs  for  thr  ynar  19"1  arc  derived  from 
the  Tield  Appraisal  Sh'?cts  for  that  year  no  difficulty  may  he  .'ex- 
pected in  ihatching  the  schedules.   In  other  words  no  "new  and  ■ur-- 
matched"  Forms  D  will  appear,  nor  will  there  he  any  Formr,  D  for  which 
the  Field  Appraisal  Sheet  is  missing. 

If  the  tax  appraisal  values  remained  the  same  diirii.g  the 
entire  period  it  is  to  he  assumed  that  "Tj^^e  of  joroperty,  "  "htraoer  of 
units,"  "Year  erect'' d,  "  etc.,  also  remained  the  sa.r:e.  This  uei.15  true, 
enter  the  data  for  these  items  on   the  line  for  1931;  then  duplicate 
the  informp.tion  for  all  years  ud  through  1935. 

If  the  ta::  appraisal  ■"■alne  has  changed,  however,  oetr/een 
1931  and  1S35,  it  is  necessary  to  ohtain  the  Field  Ap"nraisal  Sheet 
for  the  revised  appraisal  and  enter  the;  c'i3.n£,-e  (in  "Type  of  pro-'-ierty,  " 
"Eumter  of  units,"  "Year  ^rected, "  etc.)  which  served  as  the  hacis  for 
the  revision. 

The  in-^tructions  for  filling  the  Tejc  Appraisal  Schedule 
from  the  Tax  Duplicate  provided  ior  leaving  a  line  tla^ik:  \7henever 
a  cliange  in  tax  appraisal  value  app'.ar;d.   The  month  of  the  change  in 
tyj)e   of  property  (which  caused  the  change  in  tax  az-Traisal  vnlue)  is  to 
be  determined  from  bhe  Field  Appraisal  Sheet  for  the  revised  a-opraisal. 
The  month  of  the  change  is  to  he  entered  in  the  "Year"  columji  ^n  the 
Dlank  line.   The  remainder  of  the  hlanr:  line  is  to  he  filled  for  that 
portion  of  the  year  during  ^hich  the  revised  tax  a.npra.isal  value  was 
effective.   Fill  the  vacant  line,  therefore,  hy  duplicating  the  entries 
appearing  on  the  line  ahove  except  th^at  in  the  "Year"  column  the  entrj^ 
on  the  new  line,  as  indicated  ahove,  will  show  the  month  in  which  the 
change  hecame  effective. 
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If  the   owner  and  the  tax  a-pprsisal  valuo  loth  changed,  tv.'o 
lines  T7ers  left  tlank  on  the  schcdul.e,  of  wn?.ch  oaf  is  to  D-'  filled  at 
this  time  to  nhow  the  chan£,e  in  tax  appraisal  Yaluc   (The  othar, 
designed  to  show  the  change  in  ownership,  is  to  he  filled  later  v/hon 
the  date  of  the  transfer  is  ohtained  throT-.e:h  correlating  yith  Deed 
and  Sheriff's  I)ecd  Sch':^d-ales,  Forms  A  and  P,  respectively.) 

The  procedure  for  filling  the  vacant  line  to  indicate  the 

portion  of  the  year  during  wnich  the  revised  tax  appraised  value  ivas 

effective  is  similar  to  the  ^'^rccedure  descrihed  above  except  tiiat  every 

attempt  must  he  made  to  fill  the  correct  hlank  line. 

(a)  If  the  owner  on  the  Field  Appraisal  Sheet  is  the  sane 
as  the  c</r.er  for  the  previous  j'-ear  (the  "seller"  -/ho  is 
the  owner  listed  on  the  line  telcT?  the  hlani?:  lires),  it  is 
evident  tiiat  the  change  in  t^f^pe  of  property  h  '■■  \   che  change 
in  tax  aporaisal  valuo  took  place  hefore  tl.--  t'cusfer.   The 
lo77er  "blank  line  is  to  he  filled,  therefore,  o;;  inserting 
in  the  "Year"  column  the  month  in  which  the  tyye  of 
property  change  occurred,  and  then  hy  entering  the  remaining 
data  on  the  tasis  of  the  ne-j  type  of  proper"Gy.   Leave  the 
upper  line-  hlank  until  the  dcate  of  the  transfer  can  "be 
determined  "by  correlation  later  with  Poms  A  and  3. 

(h)  If  the  owner  on  the  Field  Appraisal  Sheet  is  the  same 
as  the  owner  for  the  su.bseq-ient  year  (th^  "purchaser"  who 
is  the  owner  listed  O-'i  the  line  a"bove  the  hlarJc  lines), 
a  more  serious  prohleni  arises  as  two  possi hiiities  exist:; 
(1)  tlmt  the  type  of  property  changed  wiiile  the  parcel  was 
in  the  h^rds  of  the  previous  o'mer  hut  was  not  appraised 
until  after  the  trans'^ er;  or  (2)    that  the  t;y-pe  of  property 
was  changed  after  the  transfer. 

If  this  prohlem  cannot  he  solved  at  this  time,  rssiime 
that  the  type  of  property  changed  after  the  transfer. 

If  it  is  determined  or  assum'-d  tiiat  the  change  in  ti'pe 
of  property  took  place  after  the  transfer,  fill  the  upper 
hlaXik  line  hy  entering  in  the  year  column  the  month  of 
the  change  in  type  of  property  (as  closely  as  it  can  he  de- 
termined) and  copy  the  remaining  information  exactly  as  it  ' 
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a"npears  on  tho  line  above.   Tiie  lower  jlanlc  lins  is  to  cc 
loft  tlank  until  tho  date  of  the  transfer  has  "beon  ascertained 
when  correlating  r.'ith  Forms  A  or  E,  at  T.h-ich  time  reference 
to  other  public  records  nay  be  necessary  to  establish  -jhether 
the  ciiange  in  type  of  property  occurred  b?icre  or  after  the 
transfer. 

8.   Transcription  of  Field  Appraisal  Sheet  data  to  ^'elated 
Foras_  L*      The  above  discussion  assumes  that  the  parcel  has  remained 
intact  during  the  period  of  the  survey.   In  many  instances,  hoT/ev^r, 
parcels  will  have  Y.ccp.   divided  by  sale,  so  that  Forms  D  iTill  app-.var  with 
data,  for  only  a  part  of  the  survey  period.   In  such  instances  provision 
has  been  made  above  for  cross-referencing  by  parcel  number  so  that  re- 
lated Forms  D  can  be  brought  together  when  filling  from  the  Field 
Appraisal  Sheets. 

The  method  of  entering  the  data  from  the  Field  Appraisal 
Sheets  to  such  related  Forrrs  D  is  the  same  in  principle  .as  though 
the  parcel  renained  intact.   In  this  case,  however,  the  data  for  change 
in  type  of  property  must  be  entered  on  the  correct  schedule.   In  other 
words,  if  the  ti'jje   of  property  changed  before  the  transfer  of  a  jDortion 
of  the  land,  the  line  showing  the  month  of  cliange  must  be  entei-ed  on 
the  schedule  for  the  original  parcel.   If  it  changed  after  ^'-3   transfer 
of  a  portion  of  the  land,  the  line  showing  the  month  of  change  must  be 
entered  on  the  Foru  D  for  th-^t  portion,   the  following  example,  an  ex- 
tension of  that  given  earlier  to  describe  the  cross-referencing  procedure, 
may  clarify  this  point. 
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Bxample:   In  1935  I-Ic-nry  Jonos  was  assessed  for  parcel  199 
which  coiisisted  of  "'/.-'.cant  itrbaii  lots."   Sii"b sequent  to  the  1955 
assessment  Jones  sold  one  lot  to  TJilliam  Brown,   In  1936,  therefore, 
BroT/n' s  parcel  vas  designated  as  384  pnd  assessed  sopara-tely  from 
Jones'  remaining  parcel  which  was  designated  as  236  in  the  1935 
assessment. 

As  described  earlier,  a  Porm  I)  a.ppRS.rs  for  each  of  the  1935 
ppxcels  (236  and  384)  on  which  a  line  was  filled  from  the  1936 
Tcjz  Duplicates.  Under  this  1935  Ta?:  Duplicate  line  on  each  of  the  two 
paj-cels  two  lines  wore  left  hlanl:  and  then  the  cross-reference  "See  parcel 
199"  was  entered.  A  Form  D  was  also  prepared  for  the  1955  original  goxcol 
(199)  with  the  cross-reference  appearing  on  the  top  line  "See  loarcels 
236-384,"  the  second  line  left  blanlr,  and  the  third  line  filled  from  the 
1955  Ta::  Duplicate.   The  .ia.ta  are  now  to  bo  entered  from  the  Field 
Appraisal  Sheets.   (Note  that  in  any  instance  tvhere  a  parcel  is  divided 
as  a  result  of  a  sale  of  a  portion  only,  revised  Field  Apioraisal  Sheets 
will  appear  for  each  parcel  even  though  there  be  no  chajige  in  typ^e  of 
property.)  Fo-'or  possibilities  now  appear:  (a)  that  no  char.ge  in  tj^Tpe 
of  property  occurred  on  any  of  the  three  parcels  d-jring  the  year  of  the 
transfer;  (b)  tloat  the  tj^e  of  .property  changed  before  the  trajisfer;  (c) 
that  the  type  of  property  clianged  after  the  transfer;  and  (d)  tiaat 
uncertainty  as  to  whether  the  change  in  type  nf  property  occurred  be- 
fore or  after  transfer.  These  possibilities  are  discussed  separately 
below: 

(a.)  IIo  chpjige  in  type  of  property.   If  the  revised  Field 
Appraisal  Sheets  show  that  no  chajigc  in  t^-pe  of  property 
occijrred  diu-'ing  the  period  betr^een  the  1955  and  1936  assess- 
ment, it  is  evident  that  the  marked  change  in  tax  appra.isaJ. 
value  was  due  entirely  to  the  division  of  the  property.  Hence, 
on  the  Form  D  for  the  1935  combined  parcel  (199)  fill  the 
second  line  (left  blcJik  previously)  by  entering  a  dash  (-) 
in  each  column.. 
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On  the  Form  D  for  Jcnes'  1936  parcel  {2'66)   no  ?,dditicnal 
entries  nt;ed  "be  ipade.   On  the  Form  D  for  Brown's  1936  parcel 
(334)  enter  (on  the  line  telcw  that  entered  from  the  1936 
tajc  d'aplicate)  the  information  concerninsj  the  status  of  ths 
proTjerty  at  the  time  of  the  sale  by  copying  exactly  the  in- 
fornation  from  the  line  ahove,  except  that  spa,ce  ic  to  he 
left  in  column  18  (Year)  for  entering  the  month  of  the 
transfer  when  this  Form  D  is  correlated  with  the  applicahle 
Deed  or  Sheriff's  Deed  Schedule.   [The  purpose  of  this  entry 
on  the  Form  D  for  Brown's  1936  parcel  (334)  is  to  rainimize 
the  necessity  for  searching  later  for  the  related  parcels 
as  the  presence  of  this  entry  will  indicate  that  no  un- 
certainty exists  as  to  v/hether  a  change  in  t^-pe   of  property 
occurred  hefore  or  after  the  transfer.   Furthermore,  vjhen 
correlating  to  the  Mortgage  Schedule,  th'.  status  of  the  prop- 
erty at  the  tim.-  of  mortgage  will  he  clear  in  those  insta.nces 
where  a  mortgage  was  secured  between  the  time  of  the  trans- 
fer and  the  time  of  the  1936  tax  assessment. 

(h)  Type  of  property  changed  before  transfer.   In  this 
instance  it  is  a,s3UTi,ed  that  the  original  parcel  consisted 
of  "Va,cant  urban  lots"  and  tliat  Jones  erected  a  house  on 
one  lot,  subsequently  selling  the  new  house  and  single  lot 
to  Brown.   The  revised  Field  Appraisal  Sheets  show  therefore 
that  Brown's  parcel  (384)  han  a  tiouse  on  it;  and  that  Jones' 
1936  parcel  (236)  is  still  "Vacant  urba.n  lots."   If  it  is 
established  that  this  chai^ge  in  type  of  property  took  place 
before  the  tra.nsfer,  fill  the  second  line  (left  blank  pre- 
viously) on  the  Form  D  for  the  original  large  1936  parcel 
(199)  oy   entu:ring  in  the  year  col'omn  the  month  of  the  change 
in  type  of  property  and  fill  the  remaining  items  on  the  basis 
of  the  new  type  of  property.   ITote  that  r.s   the  change  took 
place  before  the  transfer,  the  ertry  for  rame  of  ormer  (Jones) 
is  to  be  the  same  .as  on  the  line  below  which  was  entered 
from  the  Tax  D-aplicate  for  1935.   Note  also  that  the  tax 
appra.isal  value  will  not  be  available  for  this  lint  as  the 
parcel  was  not  reappraised  u:;til  after  the  saJ:  and  consequent 
division  took  plaC'~.   Eenco,  a  dash  is  to  bo  entered  in  each 
of  columns  21  through  23. 

llo  additional  entries  need  be  made  on  the  Form  D  for 
Jones'  1936  parcel  (236). 

On  the  Form  D  for  Brown's  1956  parcel  (334)  fill  the 
line  below  that  entered  from  the  1935  Tax  Duplicate  by 
leaving  space  in  column  18  (Year)  for  entering  later  the 
month  of  the  sale  and  filling  the  remaining  items  on  this 
line  by  entering  the  status  at  the  time  of  the  purchase. 
These  items  are  to  be  copied  from  the  line  above. 
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(c)  Typa  of  property  chcUiged  after  transfer.  Assuming  that 
Jones  did  not  cliangc  the  t^/pe  of  property  prior  to  the 
sale  "but  that  sut^cqucnt  to  the  transfer  Brown  huilt  a 
dv;elling  on  his  new  porcel  (334)  the  following  entries  are 
necessary. 

On  the  Form  D  for  the  original  largo  1935  parcel  (199) 
enter  dashes  (-)  on  the  second  line  (left  "blank  previously). 
No  additional  entries  need  "be  made  on  Jones'  1936  parcel 
(236)  -unless,  of  course,  Jones  changed  the  type  of  pri  perty 
on  the  p  .reel  he  retained. 

On  the  Form  D  for  Brovm'  s  parcel  fill  the  line  "below 
that  entered  from  the  1936  ta^c  duplicate  by  entering  in 
column  13  (Year)  the  month  of  the  change  in  type  of  property 
pud  then  fill  the  remaining  items  "by  duplicating  the  entries 
appearing  on  the  line  above.  Next  fill  the  following  line 
by  inserting  the  year  of  the  sale  in  oolumn  13  (Yeai-)  leaving 
room  to  enter  the  month  of  the  sale  later  from  the  Form  A. 
Fill  the  remaining  items  en  this  line  by  entering  the 
status  at  the  time  of  purchase;  that  is,  by  inserting  "F" 
for  type   of  piroperty  (Vacant  vroan  lots),  entering  the 
number  of  lots  in  column  25  (lie,  of  lonits),  and  entering  a 
dash  (-)  for  column  25  (Year  erected).  As  in  the  above 
instazLce  the  tax  appraisal  value  will  not  be  available,  hence 
dashes  (-)  are  to  be  entered  for  columns  21  through  23, 

(d)  Uncertainty  as  to  whether  cl:Lange  in  type   of  property 
occurred  before  or  after  transfer.   If  it  is  uncertain 
whether  the  change  in  type  of  property/  occurred  before  or 
a,fter  the  trar.sfer,  assume  for  the  tine  being  that  it 
occurred  after  the  transfer  cmd  fill  the  schedules  a.s 
follows: 

On  the  second  line  (left  blank  previously)  on  the 
Form  D  for  the  original  1935  parcel  (199)  enter  a  question 
mark  in  column  24  (Type  of  property).  This  will  show- 
that  a  ch-i^rige  in  tjrpe  of  property  occ-urred  but  that 
it  is  i-LQCcrtain  whether  the  change  occi-iTred  before  or 
efter  th?.  transfer.  Wlien  the  date  of  the  transfer  is 
ascertained  later,  it  will  be  necessary  to  establish  defi- 
nitely the  sequence  of  the  transfer  and  of  the  change  and 
the  fijll  entries  are  to  be  made  on  the  related  Forms  D. 

On  the  F'^rn  D  :^or  Jones'  1936  prj-cel  (236)  no 
additional  entries  ne^d  be  r.irde.   On  the  Form  D  for  Bro\'m's 
1936  parcel  (384)  fill  the  line  below  tlia.t  entered  from 
the  1956  tare  duplicate  by  copying  the  data  from  the  line 
above  except  that  a  question  mark  is  to  be  entered  beside 
the  entry  for  month  of  change  in  column  18  (Year) ,  showing 
that  this  is  a  tentative  entry.  Fill  the  next  line  by 
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leaving  sp-.ce  in  column  18  (Year)  for  enterin£-  the  month 
of  tl:c  purchase  when  correlating  with  ths  Eeed  Schedule, 
and  t-Kttriug;  the  reinr-ining  items  on  th'^.  ba.sis  of  the 
typo  of  property  prior  to  the  change.  On  the  line  iDelow 
enter  the  folic wing:   "Sequence  of  purchase  uncertain" 
to  i-i.dicato  t}.iat  it  must  be  established  at  the  time  of 
correlation  whether  the  type  of  property  changed  before 
or  after  tlie  transfer. 

9 .   Transcription  of  data  from  tax  records  prior  to  1331. 
Upon  corapletiori  of  transcription  of  data  from  the  1931  Field  Appraisal 
Sheets,  reference  is  to  be  r^adc  in  turn  to  the  Tax  Duplicates  for  1930 
back  through  1935;  to  the  Field  Appraisal  Sheets  for  1925;  to  the  Tax 
Duplicates  for  1924  through  1918;  to  the  Field  Appraisal  Sl'.eets  for  1918; 
and  finally  to  the  Tax  Di-.plicates  for  1917.   In  -ach  instance  the  pro- 
cedures for  transcri-otioii  are  the  same  as  descriued  above. 
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II  EDITING 
A.   G-encral  Editing  Inatructions 

Before  correlating  a,nd  tabulating  can  be^in,  every  Tax 
Appraisal  Schedule,  Fcrm  I),    nust  be  e:iamiiied  carefully  to  make  certain 
that  it  has  "been  filled  correctly  and  that  no  inconsistencies  exist 
between  entries.   The  editors  are  to  be  thoroughly  fauiliar  with  all 
transcription  instructions.   This  editing  step  is  most  important 
because  it  makes  possible  the  dir.covery  and  correction  of  irconsistencies 
and  errors  which,  if  not  cor-^-tcted,  would  delay  and  make  difficult  the 
correlating  and  tabulating  work,   llote  that  Porms  A,  B,  and  C,  in  so 
far  as  they  have  been  filled,  were  edited  as  part  of  the  procedures 
outlined  in  Circrilar  3. 

B.   Instructions  for  gditi'^g  lax   Appraisal 

Schedule,  ro".;.-iP  3 

All  items  are  to  be  examined  by  the  editors.   The  following 

items  arc  to  be  given  a  particularly  close  s^-rutiny. 

Item  15.   Si'^L  of  lard.   This  item  must  be  consistent  with  the 
sketch  dra.vrn  in  answer  to  item  14  (S.tctch  of  property), 
a.bove;  and  witnin  limits  it  should  bo  consistent  with  the 
3,ppraised  value  of  the  land  as  entered  in  column  21  (Land). 

Item  16.   Seed  transferring  property  to  present  owner.   No 
entry  should  s.ppear  at  this  time. 

Item  17.   Duration  of  ov/nprship  Ly  present  ovmer.  ISo   entry 
should  appear  at  this  time. 

Column  18.  Yea.r.   At  least  one  line  is  to  bo  filled  for  each 
scpa,ratG  year  of  the  s^jrvcy.   In  any  case  where  a  change 
has  occurred  in  columns  21  through  23  (Tax  appraisal 
values;   Total,  Land,  and  Improvements),  in  column  2-1 
(Type  of  property),  or  in  column  26    (No.  of  units)  a  new 
line  is  to  begin.   This  means  that  in  any  year  where  a.ny 
such  chsjige  took  place,  at  least  two  lines  must  appear 
for  that  year  with  the  month  of  the  change  indicated. 
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Co  limn  30.  Type  of  owiiFr,   No  entry  should  appear  at  this  time. 

Column  21 »   Total.   Entry  in   dollars.  Must  equal  the  sun  of 
the  entries  for  col'onns  22   (Land)  and  23  (improvements)  if 
hoth  colunns  have  '"utricB. 

Coluinn  22.   Land.   Entry  in  dollars. 

Colujim  23.   Inprovoncnts.   Entry  in  dollars.   This  must  "be 

consistent  with  itcu  26  (Year  erected)  and  iten  24  (Type  of 
property)  in  that  the  erection  of  a  ne\;  'bv.ild.iiii'   moans  a 
change  in  appraised  value  of  innrovements. 

Colunn  24.   Type  of  property.   Entry  must  he  a  code.   It  must 
he  consistent  with  the  entry  in  colunu  25  (l\"o.  of  units), 
with  colunn  23  (Type  of  property),  and  v/ith  column  26  (Year 
erected)  in  that  a  change  in  column  25  means  a  change  in 
type  of  property.   Within  limits,  it  must  be  consistent 
also  with  column  22  (Improvements).   If  the  entry  here  is 
"J"  cr  "K"  a  statement  must  appear  in  colunn  27  (ller^arks) 
specifying  the  use  to  which  the  property  is  heing  r-ut. 

Colu^-nn  25.  ITujnhcr  of  units.   Entry  riust  be  consistent  with 

colujT.n  24  (Type  of  property).   If  the  code  entry  in  coliimn 
24  is  A,  the  entry  here  must  be  1;  if  the  code  entry  is  B, 
the  entry  here  must  be  2;  if  the  code  entry  is  C,  the  entry 
here  mn.st  be  3  or  4;  if  the  code  entry  is  D,  the  entry  here 
must  be  not  less  than  5;  if  the  code  entry  is  E,  the  entry 
here  must  be  a  number;  if  the  code  entry  is  E,  the  entry 
here  must  include  the  letter  "L"  for  "lots";  if  the  code 
entry  is  G-  or  H,  the  entry  here  must  include  the  letter 
"A"  for  "acrf^s";  if  the  cede  entry  is  J  or  K,  the  entry 
here  must  be  a  dash  (-). 

Column  26.  Year  erected.   Must  be  ,a  y^ar.   Must  not  be  more 

recent  than  the  entry  in  columui  13  (Year).   Must  be  consistent 
with  col''jmn  23  (Improvements).   If  a  new  entry  appears 
here,  the  appraisal  value  in  column  23  (improvements)  will 
probably  change,  meaning  an  entirely  new  line  must  be 
started.   Also,  entries  in  colujnns  24  (Typo  of  property) 
and  25  (Number  of  units)  m.ay  cha.ngc. 

Column  27.   Rem.arks.   See  that  any  entries  here  are  self 

explanatory,  in  that  they  explain  clearly  the  reason  for 
their  appearance.   If  the  entry  in  column  24  (Type  of  pro- 
perty) is  "J"  or  "Iv,  "  an  entry  must  appear  in  the  "Hemarks" 
column  specifying  the  use  to  which  the  property  is  being 
put.   Also,  if  any  change  occurs  in  coluiams  20  through  24 
relating  to  type  of  owner  and  to  tax  appraisa.1  value  of 
property,  an  entry  is  expected  in  the  "Remarks"  column. 
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III  COLi:iG 
A .  Instrr-ctions  for  C'diiog  Ta:-:  Apprri sr.l  Schedule,  Forn  5 

There  arc  three  colurms  on  this  schodule  vrhich  are  to  cont,?.iri 

code  entries:   col-uDn  20  (Type  of  cmier);  col-onji  25  (Type  of  property); 

and  colirji-L  26  (Year  erected).   In  the  instaixce  of  colunn  20  (Type  of 

owner)  the  entry  is  not  to  "be  nade  until  the  schodule  is  correlated, 

Colmm  23  (Type  of  property)  vas   ended  at  the  tine  of  transcription. 

Hence,  only  the  coding  of  col-ann  25  (Year  erected)  need  "be  considered 

in  this  section.  Ilote,  however,  thr',t  colunn  26  (Year  erected)  is  not 

to  "be  coded  until  after  correlation  of  the  lorr.  D  has  "been  conpletcd. 

Coluon  26.  Year  erected.   The  code  entries  in  this  coli:mia 
are  designed  to  facilitate  a  tahula.tion  of  structui-e 
deKiollshed  dui-ing  the  survey  period.   The  code  entry  is 
to  a.ppear,  therefore,  in  any  instajioe  where  the  column 
entry  indicates  tliat  a  structure  has  ceased  to  exist. 
While  no  provision  has  "been  rmde  for  recording;  of  dcnolitions 
as  such,  the  sequence  of  entries  in  the  "Year  erected" 
column  will  show  when  a  demolition  occurred.  Note  that 
in  naking  these  code  entries  the  schedule  is  to  he  read 
"upward";  that  is,  tracing  the  pro-oerty  lorv/ard  in  tine. 

a.  If  the  specific  "Year"  entry  in  the  "Year  erected" 
colurui  changes,  it  is  clear  that  the  struct^ore  fcrnerly 
existent  was  denolished  to  raake  v,'a.y  for  the  nev/  structure. 

h.  If  the  specific  "Year"  entry  in  the  "Year  erected" 
colunn  changes  to  a  dash  (-)  for  f'le  line  a'oove,  it  is 
clear  that  the  structure  fornerly  existent  was  demolished 
and  the  land  "becarae  vacazit  "buCc^use  an  entry  of  a  dash  in 
this  colutm  indicates  either  "Vacant  arhan  lots"  or  "Vacant 
acreage ." 

In  all  cases  verify  the  asstunption  t}-^t  a  structure  v;as 
demolished  at  a  pai'ticular  time  ty  compa.ring  the  "T-q^e  of  property" 
entries  for  the  two  lines  in  ques-cion. 

Note  particularly  that  this  code  is  to  indicate  demolitions 
and  not  erections.  Do  not  code  a  sitna-tion  where  a  new  structui-e 
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Coding  Form  D 


was  erected  on  vacant  land.   Note  albo  that  no  dercliticn  code  is  to 

a.ppear  in  tiiis  column  if  the  structure  existent  at  the  terninating 

date  of  the  survey  period  was  erected  prior  to  the  initial  date  of 

the  survey;  that  is,  the  same  Duilding  remained  on  the  property  during 

the  entire  survey  period. 

Do  not  make  code  entries  if  a  structure  was  merc-ly  altered. 

If  the  entries  in  th?  "Year  erected"  column  have  been  made  properly, 

this  protlem  cannot  a,rise  b<"causo  the  ontr;'-^  in  this  column  was  not 

supposed  to  he  chajigod  if  the  luilding  ',Ta.s  merely  altered  or  remodeled. 

Method  of  coding.   In  every  instcince  (l)  where  the 
yea.r  entry  for  "Year  erected"  changes  to  a  new  year  on  tho 
line  ahove  or  (?)  wh^re  the  year  entry  for  "Year  erected" 
changes  to  a  d.aGh  (-)  on  tho  line  above,  enter  a  "D"  to  the 
right  of  the  last  entry  in  the  "Year  erected"  column  which 
shcv;s  tho  existence  of  the  older  structure. 

No t e ;   All  taoulations  from  this  schedule  cire  to  be  made 
from  those  lines  on  which  the  "JSame  of  owner"  was  entered 
directly  from  the  Tax  Duplicat:.   This  is  to  insure  that  in 
cases  where  more  than  on^,  line  is  used  for  a  given  year,  the 
data  will  be  tabulated  from  one  line  only,  avoiding  duplications. 
Hence,  when  coding  demolitions,  if  more  than  one  line  appears 
for  the  year  in  which  thf  demolition  occurred,  enter  the  code 
letter  "D"  opposite  tho  line  which  was  entered  from  the  Tax 
Duplicate.   As  indicated  in  the  instructions  for  filling  Form 
D,  this  line  will  be  indicated  by  an  "X"  entered  in  the  space 
to  the  l^ft  of  colujjin  13  (Year). 
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IV  FEEPAEATIOM  OF  FAECEL 
LOCATION  LIST,   FOaJ  5 

The  Parcel  Location  List,  Form  E,  is  designed  to  provide 
a  cross  index  of  the  plat  "book,  pa^^,  and  parcel  ntun'bers  (assigned  hy 
the  co-'.mty  auditor  to  all  parcels  in  the  county)  and  the  area  sjid 
district  numhers  to  be  used  in  tabulation  of  the  data.  As  indicated 
in  "INSTRUCTIONS  TO  SUFERVISOES,"  the  supervisor  must  establish  bovmdaxics 
of  major  areas  and  districts  in  \-'hich  the  co^mty  can  best  bo  apportioned 
for  tabuJ.ating  piijrposes. 

A.  G-eneral  Procedures  for  Cross-Indexing 

As  the  methods  of  maintaining  county  records  vary  so  widely, 
it  is  not  possible  to  provide  specific  instructions  applicable  in  every 
county.   The  following  general  principles  are  to  be  kept  in  mind. 

1.  Every  parcel  namber  must  be  included  in  the  cross  index. 

2.  Allocation  to  areas  and  districts  must  be  in  terms  of 

the  civil  division  in  which  the  parcel  is  located  as  of  the  most  recent 
yeaT  ( terminati:ig  year)  of  the  survey.   This  is  important  in  cases  of 
land  annexed  since  1917.  All  such  land  must  be  included  as  of  the 
present  location  to  insure  comparability  among  tables  for  various 
years. 

3.  LLaps  must  be  provided  showing  plainly  the  boundaries  of 
each  tab"LLiuating  district  and  area.   In  addition  annexed  land  is  to 

be  outlined  in  red  on  such  maps  with  each  such  annexed  area  m.arked  with 
a  key  letter. 
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B.  Pre-oaration  of  Annexation  List 


An  annexation  list  is  to  "be  prepared  givin^^  each  annexed  area 
the  SBJne  'rey  letter  as  on  the  'naps.  This  list  is  to  indicate  the  date 
of  annexation  and  the  civil  riivisions  la   vwiich  the  land  lay  "both  "before 
and  after  a.mexation.  Sxanple: 

Iley  1  etter  Explanation 

A.  Formerly  part  of  town  of  "X."  Annexed  to 

city  cf  "Y"  in  1930. 
•  3.  Fcrmsrly  village  of  "Z."  Aiinexed  to  city 

of  "Q,"  in  1924. 
G.  Formerly  part  of  ■ocvnship  of  "L."  Annexed 

to  city  of  "Y^'  in  1931. 
This  is  to  i:icilit::.te  ths  allocation  of  Forms  A,  B,  a  i  C 
(filled  in  the  limited  survey  as  of  the  ''Municipality"  of  location  at 
time  of  transa.cticn)  to  tne  proper  tao'uJating  area  and  district  in 
this  more  intensive  study.   To  accomplish  this,  sort  out  all  Forms 
A,  3,  and  C  for  all  civil  c'ivisicns  (entry  for  "Mur.icipality")  v/hich 
since  1917  have  oeen  ivhclly  or  partially  annexed.   Th.jn  ascertain  the 
"oarcel  numbers  included  in  all  annexed  Land,  and  sort  out  all  Forms 
A,  3,  and  C  for  uarccls  lying  within  the  annexed  iDortion  of  tm  civil 
division.  Enter  in  red  pencil  under  "Municipality"  the  name  of  the 
civil  division  of  ^resent  location.   The  entries  for  "Area"  and  ^District" 
can  then  "be  made  for  schedule  items  1  and  2,  respectively. 
C.  Esta'blis'ning  Ta"bulation  Areas  and  Districts 

An  examrle  of  the  method  cf  csta'blishing  ar 'as  and  districts 
is  -provided-  'oir   the  following  illustration  for  Hamilton  County,  Ohio. 
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Parcel  Locatioa  List,  For^  3 

This  county  caLn  be  divided  iasily  into  3  major  areas,  comprised  of  2 
cities  of  10,000  or  more  •oooii]..ition  in  1950  and  of  the  "Remainder  of 
coionty . " 

Of  the  t-TO  major  cities,  Cincinn?.ti  has  already  been  laid  out 
in  census  tro-cts  which  are  to  he  used  as  districts.   In  the  other  city 
similar  tabulation  areas  ere  to  be  laid  out  according  to  street  boun- 
daries. 

"Major  area  No.  5"  ("Remainder  of  county")  can  bo  easily 
divided  into  districts  by  making  eacn  of  the  19  cities  of  1,000  or 
more  population  into  .a  district,  and  by  including  all  the  rest  of  the 
county  as  district  number  20  of  "Major  area  3." 
Each  ?7orker  is  then  to  be  furnished  vith: 

a.  A  street  map  for  each  of  the  cities  on  which 

the  boundaries  of  each  district  is  mcarhed  plainly, 
and  also  the  annexed  portions  a.s  indicated  above;  and 

b.  A  m.ap  (available  in  the  county  auditor's  office) 
shewing  the  plat  booh,  page,  and  parcel  niJimbers 
for  each  real  estate  parcel  T.'ithin  the  county. 

A  comparison  of  these  two  maps  Kill  sho'?  the  district  in 
which  each  parcel  is  located. 

Ti .  Instructions  for  Filling  Parcel  Location  List, 
Form  E 
Using  Hamilton  Cononty,  Ohio,  as  an  example,  a  separate  Form 
E  is  to  be  propo.red  for  each  page  of  eacn  plat  book,  as  co.ch  such  page 
usuT-lly  rcpres  '.'nts  a  contiguous  series  of  parcels  of  land.   If  the 
number  of  parcels  listed  on  any  one  plat  book  page  makes  it  necessary 
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Parcel  Location  List,  Form  E 

to  continue  the  tjntries  on  an  additional  Porn  E,  enter  at  the  top  of  each 

Form  E  (in  the  snace  provided  in  the  xipper  ri^ht  corner)  tne  vrords 

"1  of   3";  "2  of  3";  etc.  the  first  nimoer  is  to  indicate  the  Form 

E  dumber  \7ithin  the  groi-.p,  while  the  s'^cond  numher  indicates  the 

total  niij-nb-^r  rf   Ferns  E  filled  for  the  particular  plat  "book  page. 

Iter.  1.  Plat  book  nvimber.  Enter  here  the  numb-^r  of  the  plat 
book  from  wi.ich  the  da,ta  are  being  transcribed. 

Item  2.  Page  number.   Enter  here  the  number  of  the  page  in 
the  plat  book. 

Item  5.  Hanfc;e  of  parcel  numbers.  Upon  completion  of  all  other 
entries  on  tihe  form  enter  n--^re  the  range  of  pa.rcel  n'ombers 
included  on  the  foi-m,  such  as  "Parcels  ITo.  1  -  89." 

Item  4»  Pa.rcel  'r:imb'.jrs.   Enter  in  this  column  in  consecutive 
order  the  parcel  numbers  appearing  on  the  particular  page 
of  the  pla.t  book  from  which  the  data  are  being  transcribed. 
If  a  group  of  'onrcel  numbers  in  consecutive  order  lie  within 
the  same  major  area  and  district,  the  data  for  these  parcels 
ma;'"  be  summarized  on  one  line  in  this  column.   For  example: 
"1  to  29,"  "30  to  35,"  "36,"  "37  to  74,"  and  "75  to  89." 

Item  5.  Area.   Enter  ncre  the  n^'omber  of  the  tabulating  major 

area  in  v,'hich  the  parcel  (listed  on  the  same  line  in  column 
4)  is  located  as  of  the  terminating  year  of  the  survey  (most 
recent  y.;ar)  c 

Item  6»  District.   Enfc-'r  here  the  nuuTibc-r  of  the  tabulating 

district  in  which  the  parcel  is  located  as  of  the  terminating 
year  of  the  ourvey  (most  recent  year). 

3.  Entering  area  and  district  numbers  on  schedules.   After  the  Parcel 

Location  Lists,  Form  S,  ha'/c  been  completed,  items  1  (Area)  and  2 

(District)  cro  to  be  entered  on  all  schedules  (Forms  A,  3,  G,  and  D), 

I'Toto:   In  the  instance  of  Special  Forms  A,  3,  or  C  y/hich 

contain  a.n  entry  of  "Outside"  in  ansv^er  to  item  3  (Municipality)  enter 

"Outside"  in  ojis-v^r  to  item  1  (Area)  and.   l^ave  item  2  (District)  blank. 
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Parcel  Location  List,  Form  E 

Items  1  (Area)  and  2  (District)  of  the  Forms  A,  3,  C,  cni. 
D  can  "be  filled  at  any  time  o,fter  the  Parcel  Location  Lists  have  been 
coiaploted. 

(a)  It  may  be  convenient  to  enter  the  area  and  district  numbers 
after  the  Scnodule  Pile  (discussed  in  section  V,  PKEPAPATIOS 
OF  SCH3DLTLS  FILE)  has  been  prepared,  as  this  file  will  place 
all  schedules  for  the  srme  parcel  together. 

(b)  The  preparation  of  the  Parcel  Location  List,  Form  S,  and  the 
entering  of  items  1  (Area)  and  2  (District)  on  the  Forms  A,  3, 
and  C  may  be  conducted  concurrently  T;ith  the  filling  of  the 
Tax  Appraisal  Schedule,  Form  D, 

(c)  It  may  be  found  convenient  to  enter  the  area  and  district 
zromb'^rs  to  the  Tax  Appraisal  Schedules,  Form  D,  before  they 
are  fil--^d  by  location.  All  forms  might  then  be  filed  by  sub- 
division n'OBiber  or  Dtner  designation,  and  the  area  and  district 
uainbers  for  Forms  A,  B,  and  G  obtained  from  the  corresponding 
Form  D, 

The  e"cact  tine  and  method  of  entering  these  items  can  best 
be  v/orhed  out  on  a  local  basis  in  terras  of  the  local  conditions* 
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V  PRIPAT^TIGII  OF  SCIffiDULE  JVJi 
A .  Interrelationship  of  Schedule s 

Certain  relationshi-oG  exist  between  the  variDUS  liasic  dccuments 
(deeds,  mortga^'es,  and  tax  apioraisal  records)  from  '."hich  d&tp   h^ve  oeen 
transcribed  in  accordance  ^-^ith  the  rirocedures  set  forth  in  this  circular 
and  in  Circular  Ho.  3.   These  relationships  .iiust  be  t.aken  into  account 
in  tabulating  the?  data.   Thus,  it  is  necessary  to  determine  for  eacli 
transfer  the  da.te  of  acquisition  of  th'^  property  by  the  stdler,  and  the 
debt  structure  before  and  aft^r  the  trcinsfer.   ?or  each  mortgage  the  debt 
structure  "before  recording  must  be  ascertained  and  also  the  lengtn  of 
time  the  owner  possessed  the  property  prior  to  the  recording  of  t'ah    in- 
strument . 

To  obtain  the  abo^^e,  and  other  relationships,  the  various 
schedules  relating  to  each  individual  pa.rcel  of  real  estate  must  be 
assembled  for  comparison  and  for  transcription  of  certain  data  from  one 
schedule  to  another.   It  is  nf^cessary  tae^tfore,  to  file  all  schedules 
in  a  common  file  by  location  of  property.   This  file  is  not  only  to  in- 
clude the  Tax  Appraisal  Schedules,  Perm  D,  but  fv  so  the  D'-ed  Schedules , 
Form  A;  Sheriff's  Deed  or  Foreclosure  Schedules,  Form  3;  and  the  liortgage 
Schedules,  Form  C. 

The  Special  Forms  A,  B,  and  G  are  to  be  included  in  this 
file  while  the  Summa,ry  Forms  A,    3,  and  C  are  to  be  filed  separately  so 
arranged  that  the  Su:.imary  Forin  covering  any  grour"  of  Special  Forms  can 
be  located  quickly.   It  is  suggested  th,?t  the  Su::,mary  Forms  A,  3,  and  C 
be  filed  in  separate  files  according  to  the  volume  and  page  numoers  of  the 
Deed,  Sheriff's  Deed,  and  Iviortgage  3ooks  from  TVxiich  the  data  were  transcribed 
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(iter's  17  and  13  on  the  Forms  A  and  C;  and  items  16  and  17  on  the  Forms  E), 

Note:   Prior  to  filing  the  schedules  in  the  Schedule  File, 
the  Mortgage  Schedules,  Form  C,  are  to  he  checked  against  the  county 
file  of  mortgage  cancellations,  as  indicated  in  the  instructions  for 
verifying  item  28  (Forn  C)  in  t>^e  -procedures  for  correlating  Form  C 
(Sec. VI,  E). 

B .  Ea^'.ic  Elements  of  Filing 

As  far  as  possiole,  items  of  identification  common  to  all  forms 
must  serve  as  the  oasis  for  filing  the  schedules.   Such  items  must  he 
selected  as  will  insure  that  schedules  for  adjacent  parcels  of  property 
are  filed  in  the  best  possiole  order  for  comparative  reference.  Fvery 
effort  must  "be  made  to  minimize  any  necessity  for  referring  to  a 
cross  index  file  to  convert  identification  into  a  form  comparable  with 
that  on  other  schedules.   It  is  essential,  therefore,  that  a  common 
item  of  identification  appear  consistently  on  all  schedules  (Forms  A,  B, 
C,  and  D). 

The  items  of  property  identification  which  have  been  found 
available  and  entered  on  the  various  schedules  will  vary  considerably 
from  one  county  to  another.   Ko  fixed  procedioi-e  can  be  presented, 
therefore,  which  will  be  applicable  in  all  commanities.   It  may  be 
generally  observed,  however,  that  Toractically  all  instruments  relating 
to  real  estate  include  property  identification  in  some  form.   The 
project  supervisor  must  determine  what  items  can  be  used  as  the  basis 
of  the  filing  procedure.  Each  instrument  usually  contains  one  or 
more  of  the  following: 

Street  n£.me  and  number 

Block  number  o^nd  lot  number 

Subdivision  and  lot  number 

Parcel  number 

Metes  and  bounds  descrintion 
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When  the  final  file  "oy  location  ir  estahlished,  the  Tax 

A-opra.isal  Schedule,  Form  D,  for  the  parcel  is  to  a.X)pear  first  in  the 

file,  follov, ed  "by  the  Deed,  Sheriff's  Deed,  and  Mortgage  Schedules 

relating  to  the  same  p-vrcel.   These  other  schedules  (filed  directly 

behind  the  Tar  Appraisal  Schedule)  are  to  he  arranged  (regardless  of 

schedule  type)  in  order  of  the  date  of  recording  with  the  earliest 

date  in  f  mnt . 

C .  Sxam-ples  of  Filing  Lie t hods 

Example  1.   In  an  eastern  city  ^ach  city  hlock  and  each  lot 
within  the  hlock  have  heon  assign^jd  a  numher.   These 
nunhers  are  recognized  as  adequate  legal  descriptions  on 
all  deeds  and  mortgages.   Also,  they  appear  on  all  tax 
appraisal,  records  and  on  all  ouilding  permits.   The  only 
exceptions  are  the  instances  of  new  parts  of  the  city 
for  which  the  older  deed  and  mortgage  records  present  a 
description  Dy  metes  and  hounds. 

In  the  case  of  this  city  the  "Area"  and  "District" 
numhers  (items  1  and  2,  respectively)  are  to  be  entered 
on  the  Ta:-:.  Appraisal  Schedules,  Form.3  D,  from  the  Parcel 
Location  List,  Form  F.   The  Deed,  Mortgage  and  Tax  Apprai- 
sal Schedulr^s  arc  then  to  he  filed  together  according  to 
block  and  lot  number.   After  this  filing  has  been  completed, 
the  "Area"  and  "District"  numbers  (items  1  and  2)  are  to  be 
entered  on  the  Forms  A,  3,  and  C  by  tro,nscription  from  the 
corresponding  Ta.x  Ap^Draisal  ScheduJe,  Form  D. 

Example  2 .   In  a  raidwestern  city  the  deed  and  mortgage  tran- 
scripts and  the  tax  ariprpisal  recoi'ds  3.11  show  the  sub- 
division or  additi'^n  name  and  lot  numbe:.-  for  subdivided 
lots.   For  land  not  subdivided  the  deed  and  mortgage 
trpnscri'^oS  shnv<  a  metes  and  bounds  description  while  the 
ta,x  appraisal  records  provide  a  br:ef  description  of 
the  land. 

In  this  instance  all  schedules  for  subdivided  land 
are  to  be  filed  together  by  subdivision  name  and  lot  number. 
Schedules  for  land  not  subdivided  must  be  filed  in  a  special 
file. 
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In  an  older  eastern  city  most  of  the  land  was 


subdivided  into  small  parcels  before  the  formal  sub- 
division and  lot  number  syr.ter:  wo,s  developed.  Every  deed 
and  mortga.i;e  transcript  shows  a  complete  metes  and  bo^ands 
description.   In  some  Cc-3?s  a  subdivision  name  and  lot 
n-omber  nay  appear,  iho  tax  a-orraisal  records  show  the  taz 
appraisal  pa.rcel  number  and  the  street  address. 

In  this  city,  file  the  Tar:  Appraisal  end  the  Deed 
and  Mortgage.  Schedules  by  namo  of  present  owner.  Match  the 
schedules  and  transcribe  the  legal  description  from  the 
Deed  and  Mortgage  Schedules  to  the  Tax  Aprjraisal  Schedules. 
In  tiio   case  of  property  vmich  has  not  been  trtmsferred 
or  on  Wiiich  no  mortgage  has  been  recorded  during  the  period 
covered  by  the  .^■'oi-vey,  no  deed  or  mortgage  schedule  will  be 
found.  Ihercfore,  check  txie  Tax  Appraisal  Schrd\ile  with 
earlirr  deed  records  and  obtain  the  netes  and  boundr,  description, 
Tlicn  file  all  sch'-dalcs  by  le.^^al  description.   The  uost 
convenient  nethod  is  to  fil^:.  by  ntime  of  street  on  wi.ich  the 
property  faces,  and  filo  within  those  groups  oj   comparing 
legal  descripticnu. 
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VI  COHPZLATIOIT 
A .  ITature  and  ?iu'pose  of  Correlati  on 

As  indicated  in  the  instructions  for  -oreparation  of  the  schedule 
file,  certain  relationship?  exist  between  the  various  basic  documents 
(deeds,  mortgages,  and  isx   aiDTjraisal  records)  from  which  data  have  been 
transcribed.   All  schedules  relating  to  a  particular  parcel  of  property 
are  now  filed  together  in  the  Schedule  File. 

This  section  provides  instructions  for  checking  the  line  of 
title  to  insure  that  no  schedules  are  missing;  for  comparing  entries  on 
the  various  schedules  for  a  given  piece  of  property;  and  for  transcribing 
from  one  schedule  to  another  such  data  as  were  not  available  at  the 
time  of  the  original  tra.nscription.   All  these  operations  are  included 
by  the  term  "correlation." 

1.  Checking  the  line  of  title.   The  first  stop  in  the 
correlation  of  schpdi:les  for  a  specific  parcel  involves  checking  the 
line  of  title  to  insur--r  that  no  sch^.dules  are  missing.   The  ownership 
of  each  parcel  from  the  initi?i.l  to  the  ter^iinating  date  of  the  survey 
must  be  accounted  for. 

For  example,  the  Deed  Schedules  may  snow  that  three  transfers 
of  a  particular  parcel  of  pronerty  h^ve  taken  place  during  the  period 
of  the  survey:   the  first  from  Juhn  Sm:'th  to  William  Jones;  the  second 
from  William  Jones  to  George  Adams;  and  the  third  from  George  Adams 
to  Richard  Black.   John  Smith  was  the  owner  on  the  initial  date  and 
Richard  Black  was  the  owner  on  the  terminating  date  of  the  survey 
■oeriod.   The  owners  have  been  accounted  for  during  the  entire  pe^riod 
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and  the  line  of  title  is  comr)lete  no  schedules  ere  missing,  lonless,  of 
course,  a  Tax  Appraisal  Schedule  or  a  Mortgaf^e  Schedule  does  not  appeari 

If  the  first  transfer  is  froci  James  Brown  to  Edward  Jackson, 
and  the  next  schedule  sho-'S  a  transfer  from  Heroert  Thomas  to  Oliver 
Smith,  the  line  of  title  is  ore ken  and  one  or  more  deed  schedules  are 
missing. 

If  the  line  of  title  is  not  ccmrilete,  if  t'he  Tax  Appraisal 

Schedule  is  missing,  or  if  a  reference  is  found  to  a  mortgage  for 

which  no  Form  C  appears,  check  hack  to  the  county  records  and  see 

that  the  missing  sched^ole  is  prepared. 

Hote;   The  Forms  A  vrhich  do  not  transfer  full  title 
to  the  property  are  to  he  segregated  at  this  time  in  a 
separa.te  file.   Those  Forms  A  vn.ll   show  an  "X"  in  answer 
to  item  19c.  Each  such  Form  A  must  he  examined  carefully 
and  comp-,\rod  with  the  other  Forms  A  for  the  particalar  parcel 
to  insure  that  it  has  been  classed  properly.   The  Forms  A  in 
this  group  (with  an  "X"  for  item  19c)  will  include  original 
title  registration  certificates,  deeds  of  correction  quitclaim 
deeds  relinOiUishing  .a  r:^mote  interest  in  the  property,  etc. 
The  latter  group  may  appear  to  trrrisfcr  title  from  a  person 
who  never  o\7ned  the  property  to  a  person  who  does  o'.vn  it. 

2»  Method  of  correlation.   In  correlating  the  schedules, 

each  schedule  must  ho  handled  separately  (except  when  checking  the 

line  of  title  as  described  ?.bove).   Thiis,  if  the  first  schedule  for 

a  given  parcel  is  a  Deed  Schedule,  Form  A,  all  correlations  between 

items  on  this  schedule  sjid  the  data  on  other  schedules  for  the- parcel 

must  bo  compl-.ted  before  proceeding  to  the  next  schedule.   If  the  next 

schedule  is  a  Iv'ortgage  Schedule,  Form  C,  all  correlations  must  be 

made  upon  it  before  proceeding  to  the  next  schedule.   Continue  this 

process  until  correlf.tions  have  been  completed  for  all  schedules  that 

appear  in  the  file  for  a  given  property. 
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If  the  schedule  again'^t  ^hich  it  is  desired  to  nako  ccr- 
relationp  is  not  n-vailable  in  th-^  orop^rt7  file,  r':^ferenco  nust  "be 
made  to  the  county  records  and  the  uissing  data  obtained  fron  the 
original  d^ed,  mortgage,  or  othsr  inctrunient .   In  instrjicos  --here 
the  data  of  the  transaction  i?  v/ithin  the  period  of  years  covered 
\iY   this  survej'',  a  schedule  must  "oe  prepared  to  take  the  place  of  the 
one  that  is  missing. 

3.  Correlating  Special  Perms  A,  B,  and  C.   A.S  tabulations  arc 
to  "be  made  both  for  instraraents  (regardless  of  whether  they  cover  nore 
than  one  parcel)  r^id  for  parcels,  it  will  be  necessarj^  to  transcribe 
certain  infornaticn  to  the  S^Dccial  Forns  A,   3,  and  C  in  instances  where 
the  deed  or  r.ortgagD  instiairents  cover  :.orc  than  one  parcel.   Specific 
instriictions  are  provided  below  "'here  the  correlation  procedures  for 
each  of  Torus  A,  3,  and  C  are  presented  separately, 
E .  Cerr3lating  Tax  A ■:'•■  raisal 
Schedule,  Fern  D 

In  the  final  schedule  file,  the  Forrs  D  vnMl  always  a^^pear 
first  for  each  parcel,  followed  by  Ferns  A,  3,  and  3.  The  Forr.  D   has 
been  nadc  cne-half  inch  deeper  than  the  ether  forr.s  eo  as  to  act  as  a  jer;- 
aration  card  bctv;ecn  the  parcels  in  tno  file. 

The  following  it^ras  are  to  be  fil].ed  from,  or  verified  by 
reference  to,  Forr.is  A,  3,  and  G: 
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Item  16 .  Deed  transferring  property  to  present  owner: date 

recorded,  liook:,  pajpx.  Enter  here  the  required  information 
concerning-  the  deed  which  transferred  this  property  to 
the  present  own-»r;  thr^.t  is,  the  owner  as  of  the  terminating 
date  of  the  survey.   C'otain  these  data  from  the  applicahle 
reg:ular  or  Special  Deed  or  Sheriff's  Deed  Schedule  (Form  A 
or  B.)  on  which  the  person  listed  as  "Grantee"  (Form  A, 
item  22)  or  "Furchaser"  (Form  B,  item  29)  is  tlE  same  as 
the  person  listed  on  the  Tax  Appraisal  Schedule  (column  19) 
as  the  owner  as  of  the  terminating  date  of  the  survey. 

If  the  present  owner  purchased  tne  property  prior  to 
the  opening  date  of  the  survey,  the  earlier  deed  records 
in  the  courthouse  must  he  searched  for  this  inror;aation. 

Enter  a  dash  (-)  here  on  all  Forms  D  which  do  not 
include  d„ta  for  the  terminating  year  of  the  s\irvey. 

Editing  note:   The  "Date  recorded"  entered  here  must  he 
consistent  with  the  entries  for  that  year  in  the  "Property 
history"  section  (columns  13  through  27)  of  this  schedule. 

Item  17.  Duration  of  ownership  hy  pr& sent  owner  (as  of  terminating 
date  of  survey  ).   Enter  here  th.j  n'OFfoer  of  ;''ears  ^nd  months 
that  the  pi  onerty  has  henn  owned  hy  its  pre^-'^'nt  owner;  that  is, 
the  ov;ner  as  of  the  term.ina.tirg  date  of  the  survey. 

This  will  he  the  elapsed  time  het'veen  the  date  of  re- 
cording of  the  present  owner's  purchase  (item  16,  ahove)  and  the 
terminating  date  of  this  study  (the  most  recent  date  of  the 
period  covered  hy  this  sioi-vey). 

Enter  a  da.sh  here  on  all  Forms  D  which  do  not  include 
data  for  the  termina.ting  6.atf>  of  the  survey. 

Items  18-27,  Property  history.   By  reference  to  item  15  (Date 
recorded)  on  the  applice.ble  Deed  or  Sheriff's  Deed  Schedule 
(Form  A  or  B)  the  date  of  the  transfer,  if  any,  can  he 
esta,hlished .  Tue   month  of  the  transfer  is,  in  certain  in- 
stances, to  he  transcrihed  to  column  18  (Year)  on  the  proper 
line  of  the  Te,x  Api^ralsal  Schedule.  1}he   remaining  items  on 
the  line  are  to  he  filled  in  .accordance  with  the  chara,cteristics 
of  the  j^roperty  at  tne  actual  tine  of  the  transfer.  -he   following 
instructions  indicate  the  various  possihilities  that  i.  "y  arise 
in  making  these  entries. 

a.  Change  in  ownership  only.  ■  In  instances  where  only 
the  ownership  changed  with  no  change  in  type  of  property  or 
of  parcel  houndaries,  no  line  was  left  hlank  and  no  action  need 
he  taken  at  this  time. 
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■fa.  Change  in  ownership  and  type  of  property.   TThere 
the  parcel  remained  intact  b.it  a  change  occurred  "both  in 
ownership  and  in  tyr-e  of  property  two  lines  were  left  fclank. 
IWien  filling  from  the  Pield  Appraisal  Sheet  one  of  these 
lines  was  filled  to  show  the  type  of  property  change. 

In  instances  whore  the  name  cf  the  owner  on  the  re- 
ikis ed  Field  Apprrisol  Sheet  was  the  same  as  that  of  the 
owner  nrior  to  the  sale  it  was  estahlishsd  conclusively  that 
the  change  in  tyve    of  property  occurred  hefore  the  sale  and 
the  lower  of  th3  two  "blank  lines  was  filled  accordingly 
with  data  showing  the  changed  type  of  property.  Now  fill 
the  upper  "blank  line  hy  entering  the  month  of  transfer  in 
colurrn  13  (Year)  and  then  copying  the  remaining  items  from 
T,he  line  a"bove.   This  esta"blishes  the  property  characteristics 
at  time  of  t^'ansfer. 

In  instances  where  the  name  of  the  owner  on  the  revised 
Field  Appraisal  Sheet  "'as  the  same  as  the  owner  su'b sequent 
to  the  sale,  it  could  r.ot  "be  established  whetheT   the  change 
in  type  of  property  occurred  hef "re  or  after  the  transfer. 
To  make   feasi"ble  the  recording  of  the  data  from  the  revised 
Field  Appraisal  Sheet,  however,  it  \7as  assumed  that  the 
change  took  place  after  the  transfer  and  the  upper  blank 
line  was  filled.   It  must  "be  de'^initely  estaolished  at  this 
t iffle  "vvhetlier  the  change  ixi  type  or  property  occv.rred  hef ore 
or  after  the  trans'^er.   If  the  revisea  Field  Appraisal  Sheet 
showed  the  m:nth  of  ciiange  in  t\'xe  cf  pro-e^^ty,  the  sequence 
can  he  esoah'^ished  hy  cora-aring  with  the  uate  oi  the  trai:isfer 
(item  id   of  Che  Forn  A  or  B),   In  som'  instances  trie  type  of 
property  r:Tay  appear  in  tht.  h&dy  of  thu  d::ed  v.'hich  phould  he 
examined.   I'^  this  ac*5s  not  ans\,'f-r  the  quesc'^on  re:^erp-nce  must 
te  madt  to  the  fil;  of  huiliing  perrdts  in  the  county  offices. 
Every  tffort  must  or  mp.de  to  estah"]  ish  this  central  fact.   If 
ev?ry  pcssibxe  recourse  fails,  '\ov?eve'",  ass^une  that  the  change 
occurred  after  the  .ale.   If  t'a  chan^^-e  occ-orred  after  the 
transfer,  lepxe  thi^  upper  line  -.jF  it  x?  ,  a.nl  fi!".!  the  lower 
"blarJc  line  by  entering  the  mor-tii  of  the  tran.-'fer  and  copying 
the  remaining  entries  from  the  line  below.   If  the  cliange 
occurrt'd  before  the  transfe.r,  the  entries  foi'  the  change  in 
type  of  property  are  -co  be  shifted  to  the  lowe-^  line.   Then 
enter  in  column  13  (Year)  on  th'.  upper  line  the  month  of  the 
transfer  and  the  data  as  of  the  time  of  braasfer. 

c.  Changijs  in  pa.rcel  boundaries,  lihere   changes  also 
occurred  in  jiarcel  boundaries  (p.   portion  of  the  property  was 
sold)  three  Forms  I^  were  involved.   The  1925  Tax  Duplicate 
provided  da.ta  for  the  original  combined  parcel;  the  1935  Tax 
Duplicates  provided  data  for  the  two  parcels  into  which  it 
was  split.   The  Forms  D  for  these  three  loarccls  were  cross- 
referenced  at  the  time  of  filling  from  the  Tax  Duplicates; 
and  at  the  time  cf  entering  from  the  revised  Field 
Appraisal  Sheets  the  da,ta  were  entered  relating  to  the 
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change  in  type  of  propert/.   If  the  question  of  v;hether 
the  change  took  place  oefore  or  af t'^r  the  transfer  was 
not  definitely  estahlished  oeiore,  it  must  he  estahlished 
now,  referring  to  the  huilding  -oermits  jf  necessary.  The 
following  cxa:iiples  are  an  extension  of  the  exr.,mples  previous- 
ly cited  in  the  instructions  for  filling  from  the  Tax  Dupli- 
cates and  from  the  revised  Pield  Appraisal  sheets. 

(1)  No  change  in  type  of  property.   If  no  change 
has  occurred  in  type  of  property  for  any  of  tho 
parcels,  no  difficulty  will  bs  cnco^'ontered  at  this 
point.  The  Form  D  for  the  original  comhined  parcel 
will  nave  had  dashes  (-)  enter  on  the  second  line 
and  no  further  entries  need  he  made.  On   the  Form  D 
for  Jones'  1936  parcel  (236 — see  earlier  example) 

no  entries  are  to  he  made.   On  the  Form  D  for  Brown's 
1936  parcel  (334)  enter  th3  month  of  the  sale  in 
the  space  left  in  column  13  (Year)  on  the  hottom 
line.   (Tr.is  s^oace  was  left  hlank  v/hen  the  line  was 
filled  at  the  time  of  transcription  from  the  revised 
Fi^ld  An-raisal  Sheet.) 

(2)  Type  of  property  changed  "before  transfer.   If  it 
v.'as  estaolished  (by  reference  to  name  of  O'vner  on  the 
revised  Field  Appraisal  Sheet)  that  the  type  of  property 
changed  before  the  transfer,  no  difficulty  will  be 
encountered.  ITo  entries  need  be  iiia,de  at  this  time  to 
tho  Form  D  for  the  originfJ-  1935  isarcel  on  r-hich  alroadj'- 
appears  (on  the  second  line)  the  data  shovdng  the 
change  in  riroporty  type.  Also,  on  the  -Jonos  1936  parcel 
(236)  no  entries  need  be  made.  On  tho  Form  D  for  Brovrn's 
1936  parcel  (384)  all  data  n^^ve  already  been  entered 

(on  the  bottom  line)  shordng  stritus  at  tine  of  transfer 
a.nd  it  is  neccssarj-'  merely  to  fill  in  the  month  of 
transfer  in  the  space  provided  in  column  13  (Yerr)  on 
that  line. 

(3)  Type  cf  property  ch.o.nged  after  trrnsfer.   If  it  was 
definitely  jstablishod  (at~time  of  transcribing  from  the 
revised  Field  Appraisal  Sheet)  that  the  type  of  property 
changed  after  the  tra-nsfer,  no  entries  are  necessary 

on  the  Form  D  for  either  the  combined  1935  parcel  (199) 
or  on  Jones'  1936  parcel  (236).   On  the  Form  D  for  Brown's 
1935  parcel  (334)  space  v/rs  left  on  the  bottom  line 
for  entering  the  month  of  the  sale  in  column  13. 

(4)  Uncertainty  as  to  wh-?th'"r  change  in  tyoc  cf  property 
occurred  before  or  o.fter  trains  for.  -In  instances  where, 
at  the  time  of  filling  from  tho  Field  Aopraisal  Sheet,  it 
co-old  not  be  established  whether  the  change  in  type  of 
property  took  plp.ce  before  or  after  the  transf  :.r,  it 

is  ossentio.l  tnat  thin  fact  be  established  now. 
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These  cases  may  be  identified  "Deca\ise  on  the  Fcrm 
D  for   the   comhined  1835  parcel   (199)   the   second  line 
id.  11  have  teen  left  hlonk  except  for  a  qnestion  mark 
appearing  in  column  24  (T^^pe  of  property).     On  the 
Jbrm  D  for  Brcxvn's   1936  ntircul   (334)   a  statement  mil 
appear  'belcTv  the  "bottom  line   "Sequence  of  purchase  un- 
certain."     The  Jones'    1936  parcel   (236)    can  "be   located, 
if  necessary,    throu«rh   the   cross-reference  appearing  on 
the  other   two   Jorms  D.      At   this   time   the  final  decision 
.mast  he  made  as    to    vhether   the   tjT^e  of  pror.erty   changed 
before  or   after   the    transfer. 

If   it   is   established   that    the   change   took  place 
before   the    transfer,    fill    the   second  line   of   the  Jorm  L 
for   the  original  1935  parcel   (199)  by  entering  the   data 
concerning  the  new  tyoe   of  property  on   the   second  line. 
No    entries   need  be   made  on   the   Porm  D  for  Jones'    1936 
parcel   (236).      On   the   5brm  D  for   Brown's   1936  parcel    (384) 
change   the   entries  on  th^  last  line  by  entering  the  month 
of  the  sale  in  coruim  18    (Year)   and  then  copying  all  data 
from  the   line   above,   which  was   entered  from  the  1936   Ta:c 
Duplicate . 

If  it   is   established  that   the   change   took  place- 
after   the    transfer,    enter  dashes    (-)  on  the   second 
line  of    the   leva  D  for   the  1935   combined  parcel    (199). 
Ko   entries   need  be   made  on  the  Jones'    1936  parcel   (236). 
On  the  Form  D  for  Brown's   1935  parcel   (384)   note    that 
the   entries   already   appearing  have  been  tentatively 
made  on  the  basis  of  this   sequence;    that  is,    the  line 
below,    the   1936  Tax  Duplicate  line  was  filled  by  copy- 
ing  the   data  from   the   1936   tax  duplicate   line  except   that 
a  question  aark  was   inserted  in   column  18    (Year)   beside 
the   entry  for   the  month  of   the    ch,?Jige.      Erase   this   question 
mark  at    this    time.      On   the  next   line    (the  bottom  line  of 
the  Form  D)    the  data  were   entered  for  the   tj'pe  of  property 
prior   to    the   change  and  space  was   left   in  column  18    (Year) 
for  entering  month  of  transfer.      The  month  of   transfer  is 
now  availa.ble   vnd.  is   to   be   so    entered.      Kow  cross  out   the 
statement '"Sequence   of  purchase  uncertain."      The   Form  D 
now   sho7/s    th£.t  Brown  purchased   the  parcel  ar.d  changed  the 
t-j-pe  of  property  himself  prior   to    the   assessment   for   1936. 

Item  20.    TyT'e   of  cwner-code.        Enter   this   item  from   the   applicable 
Deed  or   Sheriff's   Deed   Schedule,    Form  A  or  B,    on  v.'hich   the   najne 
of   the  person  purchasing  the  property  (Grantee  on  Form  A,   Pur- 
chaser on  Form  B)   is   the   same   as   the  ovmer  listed  on   the  par- 
ticular  line  of   the   Taj^  Appr,aisal   Schedule,    Form  D.      That  is, 
transcribe  from  Form  A  the   code   entry  for   item  22   (Grantee) 
or   transcribe  from  Form  B  the   code  entry  for  item  29    (Purchaser). 
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In  transcriMn.'?;  this   entry  ex,*-miine   the  naiie  of  owner 
as   listed  on  the  Form  D  rni  ma]:e  sure   that   the  code   entry 
is    correct   in  accordance   vAlh    bhe   code   listing  helcv: 

riTE  0?  OffflER  CODE 
Code  Classification 

1  Individual 

2  Riilding  and  loan 

3  Mortgage  company 

4  CoiitiiBrcial  "bank 

5  Savings  hanlr 

6  Title  and  trust  conrpany 

7  Insurance   company 

8  Construction  compaxv' 

9  HOLC   (Home  Owner's  Loan  Corporation) 

10  Trustee,    exT cuter,    administrator,    etc. 

11  Other   (specify  in  column  87   (TLemarks)). 

(Sach  correlating  clerk  is   to   "be  provided  v.lth  a  list  of 
the  various  institutions   in  the  area  which  are  operating  or 
ovming  property,    indicating  in  each  instance   the  code  classi- 
fication applicable.      This  vlll   assist   greatly  in  insuring 
proper   entries   in   this   coluan, .  ) 

C .    Correlating  Teed   Schedule , 

Form  A 

The   following  items   are    to   "be   filled  on   the  Deed  Schedule, 

Form  A,    "by   transcription  from  the  Mortgage   Schedule,    Form   C,    and   the 

Tax  Appraisal    Schedule,    Form  D,    applying  to    the    same  property. 

All   instructi^.ns    oelow  apply   to    entering   the   data,  on  "both 

the   regular  and   Special   Form  A. 

ITote;      If  any  infcrmr.tion  is   availahle   for  any  of   the    earlier 
items    (left  "blarjk  in   the   previous   survey),    fill    these   iteins   at    this 
tine. 

Item  23.      Is    the  r'^rantee    (riurchaser)   on  this   deed  the  mortgagee 
(lerder)  on  a  mort;:;agc  previously  reco rded  against   this 
property?      Enter   an   "X"   in   the  appropriate   space. 

0"btain  this   information  "b;/  ezardnation  of  iter.s   33 
(Mortgagee   (lender))  on  the  Mortgage   Scheules,    Form  C,    for 
all  mortgages  oiitstanding  directly  prior   to    the   time   this 
transfer  v,'as  made.      If   the   grantee    (purchaser)   on  this 
transfer  and  the  mortgagee   (lender)  on  an  outstanding  mortgage 
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are  one  and  the   Sc.iie,    entor  bx.  "X"   after   "Yes."     If   they  are 
not  one  and  tht   sane   in  an;,    iiistaijce,    ent.  r  ar    "X"   after   "No." 

The  purpose  of   this  question  is   to   detemine  if   this   trans- 
fer was  executed  to    satisfy  a  mortgage  outstiuidlng  against   the 
property;    that  is,    to   determine  vrhether   the  transfer  ^vas  made 
to    avoid  foreclosure  proceedings  or  other  litigation.      Fnile  it 
is   quite  possible   that   the  irortgagse   (lender)   is  malring  ccna-fide 
purchase  of  the  property,   it  is  lo^cal   to   assume   that  in  a  ma- 
jority of  instances  when  a  transfer  is  made  from  the  grantor 
(seller)    to    the  mortgagee  (]-ender)   it  is    to   avoid  foreclosure  or 
other  litigation. 

Item  34.     Ip   relationship   indicated  "between  the  grantee   (p''Ji'chaser_)_ 
and   this  or   a  formei'   grantor    (seller)?      Enter   an   "X"   after    "Yes" 
if   the  surname  of  the  grantee   (purchaser)  on  this  deed  is   the 
same  as   that  of   the   grantor   (seller)   on   this  or  on  the   immedi- 
ately preceding  deed.      Enter  an    "X"   after   "No"   if  the   surname 
of    the  purchaser   is   not   the   same  as    that  of   the   seller  en   this 
or   on   the   immediately  preceding  de^;d.      Eelationship    to    earlier 
owners   is   to   he   disregarded. 

This   question  is    to   determine  whether   this    transfer  is   a 
hona-fide   sale  or  a   transfer  of  convenience   Detvreen  related 
persons.      Thus,    if  John  Smith  is   the  purchaser  in  this   trans- 
fer  and  Elsie   Smith  is   the   seller,    it  is   apparent   that   a  pos- 
sible relationship   exists.      If   John  Smith  purchased  from  li\l- 
liam     Jones,    no   apparent  relationship    exists  hut  if  an  exami- 
nation of   the   immediately  preceding  deed  show.?   that  Williajn  Jones 
obtained   title   from  Elsie   Smith,    then   a  possible   relationship 
exists  betv;een  John  Smith,    the    grentee    (purchaser)   on   the  deed 
being  ccrrelrated,    and    the   grantor    (s-ller)   in     a   transaction 
once   removed-. 

7?hile   it   is   quite  possible    that   the   examples   cited  represent 
bona-fide   trarsactinns   for   a  real   consideration,    it   is  po.'^sible 
that   they  are   merely   transfers   oi    convenience   involving  no    con- 
sideration,   and  hence  are  not  bona-fide   sales.      Such  transfers 
are   not   to   be   included  in  the    general    tabulations,    but  are   to 
be  handled  separately. 

Note:      In  an;'   instance  v/here    the   eiitry  for   item  2-i  is 
"Yes."   an   "X"   must  appear   for   item  19c   (Deed  of   correction 
or   deed  not    transferring  full   title).      If   any  other  form 
of  deed  has   been  indicated,    change   it   to    "19c,"   as    the  deeds 
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shovang  relationship  are  to  "be  handled  as  "Deeds  of  cor- 
rection" (item  IPc  -  Porm  A)  on  the  assumption  that  they 
do  not  represent  "bona-fide   transfers. 

Include  all  Porms  A  on  Tirhich  the  answer  to   item  19 
(Porm  of  deed)  has  "bet.n  chanfed  in  this  way  to    19c  vdth 
the  rest  of  the  Forins  A  for   "Deeds  of  correction"   etc., 
which  were   segregated  at   the   time  of   tracing  the  line  of 
title. 

I«Iortga^;e   Stinicture  After  Transfer 
Items  25   thrcuf^h  29  are   to   "be  filled  for   the  regular  Porms  A 
only   (the  Porms  A  including  only  one  parcel).      These  items  are  designed 
to   provide   information   concerning  the  mortgage   structure  immediately  af- 
ter  the    transfer. 

Note:      In  the  instance  of  deeds  recorded  during  the 
first  part  of   the    survey,    mortgages  may  have  "been  recorded  prior 
to    the   earliest  year  of   the   stujiy  and  the  Porms  C  for   such  out- 
standing mortgages  v/Hi  not  "be  availahle.      This   situation  is  to 
he  investigated  carefully  and  appropriate  action  taken.      In  some 
instance  it  nay  "be  necessary  to    confine  this   step   to    the  period 
during  which  it   is   reasona.ble   to    assume   tliat   the   data  vdll  "be 
availa"ble;    that  if,    to    eliminate   this   step   aiid   the   corresponding 
tahulations   completely  for   Porms  A  for   the   first   5  or  10  years 
covered  "by  the  project. 

Include  only   those  mortgages  which  it   is   reasons."ble   to    as-  . 
sume  were  placed  ^^pon   the  prorierty  at   the   time   of   said,  as  part  of   this 
transaction  or  which,    whether  or  not  assui-.ed  "by   the  purchaser,    existed 
immediately  prior    to    the    transfer   and  appear   to   "bear   some   relation  to 
this    transfer.      Do   not   include  mortgages   recorded  several  m.onths   after 
the    transfer  unless   the   date  on  which    the  mortgages  were   drami  is   reason- 
a"bly  close    to    the   date  of   the    transfer. 

The  following  preliminary   steps   ai-e    to   acsist   in  determining 
the   required  iiiformation: 


1:5550  -  85  -  Ckirrelate  Form  A 


Step  A.      Withdraw  from  the  file  all  Ifortgage   Schedules,    Porn  C, 
which,    as  indicated  "by  the   di^.te  thn  mortgages  were  drawn 
(iten  15,    Tate  of  instrument),    are  related  to    this   transaction, 
Withdra\7  also   ell  Mortgage   Schedules,    Pom  0,    for  mortgages 
that  were  outstanding  against  the  property  i:;.nediately  pre- 
ceding the    date  of   this   transfer. 

Include   in  this  group  all  Mortgage   Schedules,    Form  C, 
with  a  "Date  ..f  Instruiuent"    (item  16,    yorn  C)   earlier  than  the 
date  of   trfajnsfer   (item  15,    Form  A)  which  show  no   entry  for 
"Sate   "satisfied"    (item  28a,    Form  C)   or  which   show  a   "Date 
satisfied"  which  is  the   sa^ie   date,    or  a  date  later   then  the 
date  of   the    transfer. 

Step   B.      Arrtjage   the  Ifortgage   Schedules,    Form  C,    for   the   mortgages 
which  were  drawn  (item  16  of  Form  C)   after   the   transfer  in 
the  order  of  priority  while  in  general  the  priority  may  he 
determined  hy   the   date   each  instrument  was   recorded   (item  15, 
Form  C).    This  must  "be  verified  hy  reference   to   the   entries 
for    "Prior  liens"    (item  26,    Porm  C)  .      In  this  way  it  is  -oos- 
si'ble   to    determine  v,hich  is   the   "first  mortgage,"    "second 
mortgage,"    etc.     ITote   that   the  answer   (if  any)   to   Form  C, 
item  31   (Is   this  mortgage  a  pur-^.hase  money  mortgrge?)  v;ill 
indicate  whether     a  mortgage  is  a "purchase  money  mortgage." 
If  item  31  is  hlank,    the  mortgt.re  is   to   he  considered  a  "pur- 
chase money  mortgage"   if  the   grar.tor   (item  21,    Form  A)   on  this 
Deed  Sched-ole  sjid  the  mortgage   (item  33,    Form  C)  on  the  Mort- 
gage Schedule,  are  the  ScJne  person  or  agency.      In  such  instances 
fill  item  31  of  Form  C  by  entering  an    "X"   for   "Yes"  if   the 
grantor   (item  21,    Form  A)   and   the  mortgagee   (item  33,    Form  C) 
are  the   sane.      Enter  an  "X"   after   "Wo"    for  item  31  if  the 
grantor    (item  21,    Form  A)    and  the  mortgagee   (item  33,    Form  C) 
are  not   the   same. 

Step   C.      Arrange   the   schedules   for   the  mortgages  outstanding  immedi- 
ately prior   to    this   transfer  in  order  of  priority  of  lien. 

Step  D.     From  the   schedules   reporting  the  mortgage  structure  "be- 
fore and  -aitsr   the   transfer  of  the  property,    fill  in  the   in- 
formation for  items   25   throu-^h  29  in  accordance  with  the   fol- 
lowing instructions: 

Item  25-      Tr^^jisf erred  free  of  mortgage.      Enter  an  "X"   in  the  ap- 
prcpria.te  hox,    as  indicated   oelov,    if  no   evidence  is  found 
of   a  mortgage  heing  exist^^nt   within  a  reasonable  period  of 
time  after   the   date  of   this   transfer.      If   the    eridence  in- 
dicates  that  eny  mortgage  relating  to   this   transfer  was  ac- 
tually existent  within  a  reasonable  period  of  time   after   the 
date  of   the    transfer,    these  items  are   to   be  left  blanlc  becai-ise 
the   existence  of  any  such  mortgage  indicates   that   the   transfer 
was  made   subject  to  mortgage. 
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a.  ITo  previous  nortpa^e.  Enter  an  "X"  here  if  the  transfer 
v/as  free  of  mortgage  and  the  evidence  shows  that  no  mortgage 
existed  at  the  time  of,  or  immediately  prior  to,  the  transfer. 

h.  Previous  mort.£.3;^-es  lin-gidatsd.   Enter  aa  "X"  here  if  the 
transfer  was  made  free  of  mortgage  and  the  evidence  shows 
that  a  mortgage  existed  immediately  prior  to  the  tran.sfer 
hut  was  liquidated  so  that  the  transfer  was  free  of  any 
mortgage. 

Hote;   If  an  "X"  is  entered  for  item  25a  cr  25"b ,  leave 
items  26,  27,  and  28  "blank. 

Item  26.  Transferred  suh.ject  to  purchase  money  mortgage  only. 

a.  Ho  previous  mortgage.   If  only  one  mortgage  exists  after 
the  transfer  and  if  that  mortgage  is  a  purchase  money  mortgage, 
enter  an  "X"  here  if  the  evidence  shows  that  no  mortgage  ex- 
isted immediately  prior  to  the  transfer. 

b.  Previous  mortgage  liquidated.   If  only  one  mortgage  ex- 
ists after  the  transfer  and  if  that  mortgage  is  a  purchase 
money  mortgage,  enter  an  "X"  here  if  the  evidence  shows  that 
a  mortgage  (or  mortgages)  existed  immediately  prior  to  the 
transfer  "but  was  (or  were)  liquidated. 

Nnte;   If  an  "X"  is  entered  for  item  26a  or  26h,  leave  items 
27  and  28  "blank:.   If  an  "X"  appears  for  item  25,  leave  this 
item  "blank. 

Item  27.   Transferred  su"b.1ect  to.   CTnsidera"ble  care  must  "be  exer- 
cised in  filling  thir.  item.   Eollcw  the  instructions  carefully. 

a .  (Transferred  su"biect  to:)  First  mortgage  only_(other_  than 
pur clia s £  mo ne y ) .   Enter  an  "X"  here  if  orly  one  mortgage 
existed  8.fter  the  transfer,  and  if  that  mortgage  was  'J^OI' 
a  purchase  money  mortgage.   If  an  "X"  is  entered  here, 
leave  lines  27"b  and  27c  hlank. 

"b .  (Transferred  suh.iect  to:)  First  mprtgage_  w:._th^ux_chajg_mongy^. 
Enter  an  "X"  here  if  tv/o  orjirre  Jucrt gages  exists-"-  after 
the  transfer  of  which  one  is  a  purchase  money  nit  gage. 

Hote;   If  an  "X"  is  entered  here,  leave  itex^T'  2'^a  PXid 
27 "b  "blank.  If  an  "X"  aT^-oears  for  item  25  o-\  .26, 
this  item  "blank. 
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c .  ( Transferred  subject  to;)  First  mortgage  with  other  Junior 
liens.  Enter  an  "X"  here  if  two  cr   more  mortgag'ej  e:cisted 
after  the  transfer,  neither  of  which  is  a  purchase  money 
mortgage  (if  a  purchase  money  mortgage  existed  after  the 
transfer,  leave  this  item  "blarik,  and  enter  an  "X"  for  one 
of  items  26a,  26^,  or  27b,  a^:  applicable.   If  an  "X."  appears 
for  item  25  or  26,  leave  this  item  blank. 

0 

Exp-mple;   Only  one  mortgare  exists  after  the  transfer, 
and  it  is  a  purchase  money  mort,^age.  Entries:   Enter  an 
"X"  for  it  em" 26;  leave  items  27"and  2B  blan>;  fill  item  29. 

Example :   Only  one  mortgage  exists  after  the  transfer, 
and  it  is  not  a  purchase  lacney  mortgage.   Entries ;   Leave 
item  25  blanli;  enter  an  "X"  for  item  27a;  leave  items 
27b  and  27c  blaiik;  fill  items  28  and  29. 

Example :  I'wo  mortgages  exist  after  the  transfer,  of 
which  one  is  a  -our chase  raone>  mortgage.  Entries :  Leave 
items  26  and  27a  blank;  enter  an  "X"  for  item  27b;  leave 
item  27c  blank;  fill  items  28  and  29. 

Example :   Two  mortgages  exist  after  the  transfer, 
neither  of  '.rhich  is  a  p-jr chase  luoney  mortgage.   Entries: 
Leave  items  26,  27a,  and  27b  blank;  outer  an  "X"  for  item 
27c;  fill  items  28  and  23. 

Example:   Three  or  more  mortgages  exist  after  the 
transfer,  of  which  one  is  a  purchase  money  mortgage  and 
one  is  a  junior  lien  other  than  a  purchase  money  mortgage. 
En-criec;   Le-ve  items  26,  27a,  and  27c  blank;  enter  an 
"X"  for  item  27b;  fill  items  23  and  29. 

Item  26.   Relationship  of  firs t  mortgage  (other  than  m-'.r cha.se  money ) 
to  mortgage  struct^ore  prior  to  the  transfer .   This  item  must 
be  filled  if  an  "X^'  appears  for  item  27a,  27b,  or  27c.   Lea\e 
this  item  (item  23)  blank  if  an  "X"  appears  for  eitner  items 
25  or  26. 

The  information  rjauire.l  here  is  for  the  first  mortgage  only 
(unless  it  is  a  nurchase  money  mortgage).   Only  one  "X"  mast 
appear  here.   Le  not   insert  "X"  for  more  thpn  one  of  it^ms  28a 
through  d. 

Note:   I-^"  an  "X"  "s  entered  hei'e,  leave  items  25  and  26 
blank;  ar.d  entries  must  aroc'ar  for  items  27  and  29  . 
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a.    IJo    previcu?   mcrt-'^aige .      Srter   an    "X"  here  if   the   evidence 
shows    that  no  mortgaif^e  existed  immediately  prior   to    the 
transfer  "but   that  a  first  nicrt£af:e   (other    than  a  purchase 
money  mortgage)   existed  iinnediately  after   the    transfer. 

Hcte;      If  an  "X"   is   entered  here,    lea-ze  items   38^, 
.?8c,    and  38d  "bl^a-ik.      !Tote  also    that   tnis   item  is   to 
he   left   blanl-i  uiiless   on   entry  appears   for_  it_ua  2'7 . 
If   an   er try  appears   for   item  £5  or   £6,    leave    this 
item  "blank. 

"b.    Same  mortgafe-e   assumed.      Enter  an   "X"   here   if  the   evidence 
shows   that   t'rxis  first  mortgage  existed  prior   to    the 
transfer  and  is   still  outstandiniE:  a.f^ainst    the  property 
after   the    tra,nsfer. 

Example:      If   a  first   mortgage   for   $5,000  was  o\\tstanaine 
against  the  property  with  John  Jones   as  mortgagee  and  if  it 
was  not   cancelled  at  or  near    the  date  of   this   transfer,    it 
is   to   he   ta'Ken  for   granted   that   the  mortgage  was   assumed  hy 
the  purchaser. 

Note:      If  an  entry  appears   for   thi s   item,    items   23a 
28c.    and   ?.Sd  are    to   he   left  bLank.      ITote   also    that   this 
item  is    to    b_e   left  hlank  unless   an  entry  appears  for 
item  27.      If  an  entry  appears   for   item   35  or   26,    leave 
t'nis  item  hlank. 

c.    Different  mortgatge;    same   mort^a^ee.      Enter   aai  "X"   here  if 
th"   evidence   shovjs   that   a  mortgage   existent  prior   to    the 
transfer  was   cancelled  and   this    "first  Liortgage"   is   a  dif- 
ferent mortgage  which   lists    the    same  person  or   agency  as 
mortgagee   as  was   listed  as  mortgagee   on   the   cancelled  mort- 
gage. 

(On   the   sample  Eor-.i  A  reproduced  in   Circular  IIo  .    3 
of   this   series,    this   question  was   incorrectly  printed  as 
"Sane  mortgage;    different  m.ortgagee."      ^nis  error  has  heen 
corrected  on   the   sample   Eorm  A  included  in  Appendix  P.) 

Example:      John   Smith  held  a  first  mortgage   for   $5,000 
for   a   term  of   5  years  v.-ith  no    ajuortization.      At   the   time 
of  or  immediately  prior   to    this   transfer    the  mortgage  was 
cancelled  and  a  new  mortgage  dravm  wherein  John  Smith  is 
still   the  mortgagee  hut  a  yearly  amortization  is  required. 
Even   though  no   other  changes  appear,    such  as  in  change   in 
fa.ce   amount,    this    is   an  instance  of   "Different  mortgage 
with   same   mortgagee." 
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Note;   If  an  entry  appears  on  this  line,  leave  items 
3&a,  2Tcj,    anl  23d   slank .   ITote  also  that  this  i'-em  is 
to  "oe  l-^ft  'ola.r^:  unless  an  "X"  appears  for  item  27 . 
If  an  entry  appears  for  i'^era  25   or  26,  l"rVo  this  line 
"olanlc. 

d.  Different  •nortgage;  different  mortgagee.   Enter  an  "X" 
hore  if  the  evidence  shows  that  a  complete  refinancing 
took  place  and  this  "first  mortgage"  is  a  different 
mortgage  (with  a  different  mortgagee)  than  any  mortgage 
outstanding  immediately  prior  to  the  transfer. 

Example;   At  the  time  of  the  transfer  Jonn  Sm.ith 
held  a  first  mortgage  for  S5,000.   This  mortgage  was 
cancelled  ard.  a  new  first  mortgage  drawn  wherein  William 
Jones  is  tne  first  mortgagee.   Even  though  there  hp  no 
other  changes,  this  is  an  insi;a.nce  of  "Different  m.ortgage 
with  different  m.ortgagee." 

Ilote;   If  ?n  ■^ntry  p-ppears  on  this  line,  items  23a 
2B"b,  and  S^c  are  t o  "be  left  hi ank.   Note  also  that  this 
line  is  to  be  left  "blaiik  unlcs s  an  entry  appears  for 
item  2?.   If  an  entry  ''X"  appears  for  iter.  25  or  26, 
leave  thic  item  hlank . 

Item  29.  Primary  lien  after  transfer;  Eace  amo^jnt ;  mortgagee  code . 
Enter  here  the  face  amount  of  the  primary  lien  existing  after 
the  transfer.   This  "face  amount"  is  to  "be  transcri'oed  from 
item  20  of  the  appropriate  Mortgage.  Schedule,  Form  C.   Trans- 
cribe also  the  code  for  "i:-jT,e   of  mortgagee"  from  item  35  (Mortgagee) 
on  the  appropria.te  Form  C.  1-Tote  that  item  29  is  to  "oe  filled 
for  the  primary  lien  _onl^.   This  means  that  the  data  are  to 
"be  entered  here  for  the  first  mortgage  only  when  such  mortgage 
exists,  or  for  the  p-orchase  money  mortgage  if  there  is  no 
first  mortgage. 

Item  30.  Ta,x  appraisal  va"'ue.  Enter  here  the  appraisal  value 
of  the  property  at  the  time  tnat  the  trszicfer  occurred. 
These  data  are  to  "be  o"btained  from  columns  21  through  23  of 
the  Tax  Appraisal  Schedule,  Form  D.   The  entry  in  column  IB 
(Year)  of  the  Form  E  will  indicate  the  proper  line  from  which 
the  data  are  to  "be  tr'.riscri"btd. 

If  the  data  for  land  and  improvements  do  not  appear 
separatelry  on  the  Tax  Appraisal  Schedule,  enter  here  the 
total  item  only.    If  they  do  appear  separately,  enter  all 
three. 
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Item  51.  Tyxie  of  property.   Enter  an  "X"  in  the  proper  space 
to  indicate  trie  type  of  property  at  the  time  the  transfer 
occurred.  Enter  al-o  tlje  nu'ioer  of  unitn  where  provision 
is  made  on  tne  Form  A.   In  the  instance  of  "Vecant  -urhan  lots" 
enter  the  njinoer  of  lots.   If  tlie  numoer  of  lots  cannot  "be 
ascertairsed,  consider  each  parcel  of  l?,nd  with  a  continuous 
"boundary  as  a  single  lot.  Enter  the  nran"bcr  of  acres  for 
""Vacant  acrea^^je"  and  "Farm  or  esta.te." 

If  any  instance  where  thf  type  of  property  is  "Industrial 
or  commercial"  or  "Othc-r,"  specify  the  use  to  v/hich  the  pro- 
perty was  "oeing  put  as  of  the  particular  time. 

'The  information  for  item  51  {T^-rpe   of  property)  is  to  "oe 
o"btained  oy  reference  to  columns  24  and  25  (Type  of  prbperty; 
Num"ber  of  luiits)  on  the  Tax  Appraisal  Schedule. 

Editing  note:   The  entry  for  "llumber  of  lots"  in  the  case 
of  item  51f  "Vacant  ur"ban  lots"  must  "be  consistent  with  the 
entry  for  jtem  12  "Lot  num"bers."   Note  carefully  that  the 
"Units"  entry  for  item  51c  must  "be  either  5  or  4;  and  for  51d 
must  "be  not  less  than  5.   The  "Nura"ber  of  acres"  entries  for 
51g  and  31h  must  "'oe  consistent  with  item  14  (Size  of  land); 
and  the  entries  for  51,j  and  31k  must  include  a  specification 
as  to  the  use  to  which  the  land  was  put  as  of  the  particular 
year . 

Item  52.  Year  major  structure  was  "built.  Enter  here  the  year 

the  major  structure  was  "built.   Trans cri'be  this  item  exactly 
as  it  appears  in  coluriin  26  (Year  erected)  on  the  Tax  Appraisal 
Schedule,  Form  I).      This  is  to  be  the  dato  of  Duilding  of  the 
major  structure  existent  on  the  property  a.t  the  time  of  the 
transfer. 

Item  55.  Age  of  major  structure  on  date  deed  v/as  recorded.   Enter 
here  the  age  in  years  of  the  major  structure  as  of  da,te  of 
transfer.   Tnis  is  the  num.ber  of  full  calendar  years  elapsed 
from  the  year  the  major  structure  v^as  "built  (item  52)  to  the 
date  of  the  transf-^r  (item  15,  Date  recorded). 

Item  54.  Deed  transferring  property  to  grantor:  Eate  re.corded ; 
deed  "book;  page,   "tirter  here  the  date  of  recording  of  the 
deed  which  transferred  the  property  to  the  Grantor  (seller) 
and  the  deed  "book  and  page  num"bers  on  which  it  was  rticorded. 
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Obtain  tnese  data  fvon   the  preceding  re'^lar  or  Special 
Deed  or  Sheriff's  Deed  Schedule  (Form  A  or  3)  on  -.Thich  the 
name  of  the  loerson  limbed  as  "Grantor"  i.i  item  21  on  this  ?orm 
A  was  indicated  as  the  "Grantee"  (item  22)  on  the  Deed  Schedule, 
Porm  A,  or  ay  the  "PuTchaser"  (item  29)  on  the  Sheriff's  Deed 
Schedule,  Form  B. 

If  the  deed  \Thich  transferred  the  title  to  the  grantor 
was  recorded  at  a  time  previous  to  the  period  covered  "by  this 
survey,  it  will  be  ncct:53ary  to  check  the  county  records  and 
obtain  the  required  information  from  the  earlier  deed  tran- 
script . 

'tcm  .75.  Duration  of  ownership  by  grantor  at  time  of  transfer . 
n^nter  here  the  period  of  o\7nership  in  years  and  month?. 
Obtain  this  .ntry  by  computing  the  elapsed  period  from  the 
date  the  ^-r ant  or  (s^'ll^r)  on  this  deed  acquired  the  property 
(item  34,  a,bove )  to  the  date  he  sold  it  (item  15,  above). 


15550 

-  92  - 


D.  Correlating  Sheriff's  Deed  or  ?ore.- 
clog-ure  or'hed''xl-e,  ?o m   3 

The  follo^in^  items  are  to  "Ijb  filled  on  the  Sheriff's  Deed 

or  ForeclosLire  3chedii.le,  ?orin  B.   In  each  instance  the  source  of  data 

is  indicat'^d. 

-To t e ;  If  any  information  is  availaole  for  anj-'  of  the  earlier 
items  (left  blank  in  the  previous  survey)  fill  these  items  at 

this  tioie. 

In  the  instance  of  items  34  throU£;h  41  the  information  is  to 
he  obtained  from  the  Mortgage  Schedule,  Form  G,  for  the  njrtgaee  which 
was  foreclosed.   This  will  probably  be  the  Mortgage  Scneiule  directly 
preceding  this  Sheriff's  Deed  Schedule  in  the  file  for  the  property. 
Be  sure  the  data  are  entered  from  the  correct  Mortgage  Sched'ole,  which 
maj"  be  identified  by  the  nrunes  of  the  parties  involved  and  by  Form  S 
items  24,  25,  and  25  which  show  the  date  of  recording  of  the  foreclosed 
mortgage  anc'  the  Mortgage  Book  and  page  n->iiuber.   That  is,  the  defendant 
on  the  Sheriff's  Deed  SchedijJ.c  (item  27)  will  be  the  s.ame  as  the  mort- 
gagor on  the  Mortgage  Schedv.le  (item  52);  e.ni.   the  plaintiff  on  the  Sher- 
iff's Deed  Schedule  (it'-m  2S)  will  be  the  same  a,s  the  mortgagee  on  the 
Mortgage  Schedule  (item  55). 

If  tne  correot  mortgage  schedule  is  not  located  it  will  be 
necessary  to  chec)^  with  the  c:^urthouse  rccor-is  and  obtain  the  data  from 
the  original  mortgj  ~c. 

Unless  otherwise  indicated,  all  instructions  belov;  e.pply  to 
entering  th'  date,  on  both  the  regular  and  Spocial  Forms  B.   In  the  case 
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of  the  Special  Porrns  3,  the  data  are  to  "be  transcrihed  fron  the  Forms 

D,  and  from  the  regular  r?Tid  Special  Forms  A  and  C  rela.ting  to  the 

particular  piece  of  pro-oerty.   Special  instructions  appear  later  for 

summarizing  these  newly  entered  data  to  the  Summary  Forms  B. 

Item  31.  Period-  bctwren  recording  of  mortgage  and  recording  of 
sheriff  s  deed.  Enter  here  the  years  and  months  '.vhich 
elansed  "between  the  recording  of  the  foreclosed  mortgage 
(item  24,  Late  recorded)  and  the  recording  of  the  sheriff's 
deed  (item  15,  Date  recorded). 

Item  32.  Deed  transferring  property  to  defendant;   Date  recorded , 
deed  hook,  page.  En.ter  here  the  date  of  recording  of  the 
deed  which  transferred  the  property  to  the  defendant  and  the 
deed  hook  and  page  numbers  on  which  it  was  recorded. 

Ohts.in  these  data  from  the  preceding  regular  or  Special 
Deed  or  Sheriff's  Deed  Schedule  (Form  A  or  B)  on  which  the 
name  of  the  person  listed  as  "DefeiLd.ant"  in  item  37  on  this 
Form  B  was  indicated  as  the  "C-rantee"  (item  22)  on  the  Deed 
Schedule,  Form  A,  or  as  the  "Furchaser"  (item  29)  on  the 
Sheriff's  Deed  Schedule,  Form  B. 

If  the  deed  which  traiisf ^^rred  the  tit^e  to  the  defendant 
was  recorded  at  a  time  previo.s  to  the  period  covered  "by 
this  survey,  it  will  "be  necessary  to  check  the  county  records 
and  outain  the  required  information  from  the  earlier  transcript. 

Item  33 .  Du^;ation  of  ownershirj  py  defendant  prior  to  recording 
of  sheriff  s  deed.   Fnter  here  the  ^'ears  and  months  wliich 
elapsed  Dotwoen  the  date  of  recording  of  the  deed  which 
transferred  this  property  to  the  defendant  (item  32)  and  the 
date  this  sheriffs  deed  was  recorded  (item  15). 

Item  54.  Tyoe  of  mortgage.  Snter  an  "X"  in  the  apjpropriato  space 
to  indicate  tue    t.'npe  of  mortgage.   Transcrioe  this  item  exactly 
as  it  appears  in  answer  to  item  19  (TyT;e  of  mortgage)  on  the 
applicahle  Mortgage  Schedule,  Form  C. 

Item  35.  Face  r-mount.  Snt:;r  here  the  face  a.mount  of  the  fore- 
closed mortgage.   Transcribe  this  item  exactly  as  it  appears 
in  answer  zo    item  20  (Face  amount)  on  the  applicahle  regular 
or  Special  Mortgage  Schedule,  F'orm  C. 
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Item  36«   Interest  rate«   Enter  here  the  rate  of  irterest  stipu- 
lated in  the  mortgage.   Iraiiscri'be  this  item  exactly  as  it 
appears  in  answer  to  item  21  on  the  applicatle  regular  or 
Special  Mortgage  Srheriule,  Forn  C.   ITote  that  decimals  are 
tn  he  used  and  not  fractions. 

Item  37»   Frequency  of  refflilar  pa^/ments; 

a.   Principal .   Enter  an  "X"  in  the  appropriate  hox  to 
indicate  the  frequency  of  principal  payments  during  the 
term  of  the  loan  if  such  terms  were  required  "by  the  terms 
of  the  foreclosed  mortgage.   Tra-nscribe  this  item  exactly 
as  it  appears  in  angrrer  to  item  32  on  the  applicable  regular 
or  fpeciaJ.  Mortgage  Schedule,  Form  C. 

h.   Interest,   Enter  an  "X"  in  the  appropriatn  box  to  indicate 
the  frequency  of  interest  pajip.tnts  during  the  term  of  the  loan 
as  required  by  the  terms  of  the  foreclobed  mortgage.   Tran- 
scribe this  item  exactly  as  it  a,ppears  in  answer  to  item  22 
of  the  a,]iplicable  regular  or  Special  Mortgage  Schedule,  Form  C. 

Item  58.   Date  of  maturity.   Enter  here  the  date  by  Thich  all 
principal  payments  were  to  have  been  paid  in  accordance 
with  the  terms  of  the  foreclosed  mortgage.   Tra.nscribe  this 
item  exactly  as  it  appears  in  answer  to  item  23  of  the  applicable 
regular  Special  Mcrtgrge  Sched\":.le,  Form  C. 

Item  39.   T:rm  of  loan  in  years.   Enter  hert  the  term  in  years 
of  the  foreclosed  mortgage.   TranEcribe  this  item  exactly 
a.s  it  anpears  in  ans\vor  to  item  2'^  on  the  a,ppiicable  regular 
Spocitil  Mortgage  Sch^;dule,  Form  C. 

Item  40.   Order  of  lien.   Enter  here  the  order  of  the  foreclosed 
lien  as  indicated  in  answer  to  item  25  of  the  applicable 
regijlar  or  Special  Mortgage  Schedule,  Form  C. 

Item  41.   Prior  li-^ns.   Entur  h'-r^re  the  order  of  priority  and 

the  face  ajnount  of  the  prior  liens  outstanding  as  indicated 
in  answer  to  item  25  of  the  a-oplicable  regular  or  Special 
Mortgp.ge  Schedule,  Form  C. 

(Ilote;   Items  27  through  30  have  already  been  entered 

in  accordance  with  the  instructions  outlined  in  Circular  1. 

If  information  is  now  available  for  any  of  th.:  se  items  left 

blank  in  the  previous  survey-,  enter  the  data  now.) 
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Item  43«   Tax  appraisal  value.   Enter  here  the  appraisal  value 
of  the  property  at  the  time  that  the  foreclosure  was  com- 
pleted.  [These  data  are  to  "be  obtained  from  columns  21 
through  33  of  the  Tax  Appraisal  Schedule. 

If  the  tax  appraisal  value  at  the  actual  time  of  the 
completion  of  the  foreclosure  cannot  be  ascertained  definitely 
from  the  Tax  Appraisal  Schedule  enter  in  these  spaces  the  tax 
appraisal  value  for  the  nearest  preceding  period  in  point  of 
time. 

If  the  data  for  land  and  improvements  do  not  appear 
separately  on  the  Tax  Appraisal  Schedule,  enter  hero  the 
total  item  only.   If  they  do  appear  separately,  enter  all 
three. 

Item  43.  'Hyyc   of  property.   Enter  .in  "X"  in  the  appropriate 
space  to  indicate  the  type  cf  piopcrty  at  the  time  of  corar- 
pletion  of  the  foreclosure.   Env'  r  also  the  number  of  units 
T/here  provision  is  made  on  the  Form  5.   In  the  instance  of 
"Vacant  urban  lots"  enter  the  n-'ijiiber  of  lots.   If  the  number 
of  lots  cannot  be  ascertained,  consider  each  parcel  of  land 
with  a  continuous  boundary  as  a.  single  lot.   Enter  the  number 
of  acres  I'or  "Vacant  acreage"  and  "Farm  and  estate." 

In  any  instance  where  the  type  of  property  is  "Industrial 
or  Commercial"  or  "Other,"  specify  the  use  to  which  the 
property  was  being  put  at  the  particular  time. 

Th::  information  for  item  43  (Type  of  property)  is  24  and 
25  (Type  of  property;  Number  of  units)  on  the  Tax  AppraiseJ. 
Schedule. 

Editing  notes;   The  entries  for  "Number  of  lots"  in  the 
case  of  item  43f  "Vacant  urban  lots"  must  be  consistent  with 
the  entry  for  item  12  "Lot  numbers."  IToto  carefully  that 
the  "units"  entry  for  item  43c  must  be  either  3  or  4;  and 
for  43g  and  43h  must  be  consistent  with  item  14  (Size  of 
land);  and  the  entries  for  43j  and  43k  must  include  a  specifi- 
cation as  to  the  use  to  which  thv.   la.nd  vYas  put  as  of  the 
pa.rticular  yeur* 

Item  44.   Year  maj-^r  structure  was  built.   Enter  here  the  year 
in  which  the  exicting  najcr  structure  was  built.   Transcribe 
this  item  exactly  as  it  appears  in  cclunn  25  of  the  Tax 
Appraisal  Schedule,  Forr^  D,  on  the  line  representing  the 
year  on  v/nich  the  foreclosure  was  completed. 
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Item  45>  Age  ^f  major  structure  on  date  sheriff s  deed  was 
recorded*  Enter  here  the  a^e   in  /ears  of  the  major 
structure  ^n  the  date  of  recording  of  this  sheriff's  deed. 
This  is  the  number  of  years  elapsed  from  the  year  the 
major  structure  was  "built  (item  44)  to  the  date  the 
Sheriff's  Deed  was  recorded  (item.  15). 

Item  46«  Age   of  major  structure  ou  date  mortga^^e  was  recorded. 
Enter  here  the  age  in.  years  of  the  major  structure  on  the 
date  the  foreclosed  mortgage  was  recorded.   This  is  the 
number  of  years  elapsed  from  the  year  the  major  stnactuxe 
was  built  (item  44)  and  the  date  of  recording  of  the  fore- 
closed mortgage  (item  24). 

After  all  th:-  above  questions  in  the  foreclosure  schedule 

have  been  ccrrnlated  the  correlation  clerk  is  t<^   place  his  initials 

in  the  space  "Operation  3"  and  return  this  foreclosure  schedule  in  the 

proper  place  in  the  file  on  the  proiDcrty. 


15550  -  97  - 

E .   Correl a'oing  Mot t gage   Schednlo, 
Form  C 

The  following  items  are  to  te  filled  on  the  Mortgage  Schedule, 
Form  C.   In  each  instance  the  source  of  data  is  indicated.   Note  that 
entries  have  already  teen  made  for  items  1  through  33.   In  the  instance 
of  item  31  verify  the  entry  or,  if  no  entry  appears,  insert  the  entry 
as  indicated  helow. 

Unless  otherwise  indicated,  all  instructions  below  apply  to 

entering  the  data  on  hoth  the  regular  and  Sp'rcial  Forms  C.   In  the 

case  of  the  Special  Forms  C  the  de.ta  are  to  he  transcribed  from  the 

Forms  D,  and  from  the  regular  and  Special  Forais  3  arxd  C  relating  to 

the  particular  piece  of  property.   Special  instructions  appear  later 

for  summarizing  these  ne\7ly  entered  dat:\  to  the  Summary  Forms  C. 

Item  28.   Satisfied;  a.   Date  and  b.   Method.   Enter  here  the  date 
and  method  of  satisfaction  of  the  mortgage  if  the  mortgage 
lias  been  satisfied. 

This  iter,  was  filled  in  the-  proccdu:''e  outlined  in  Cir- 
cular No.  5  in  so  far  as  the  info r^^at ion  may  have  appeared 
in  the  form  of  a  notation  on  the  mortgage  tra,nscript.   For 
the  purposes  of  this  more  intensive  survey,  however,  further 
examination  of  the  co'anty  records  are  necessary  to  insure 
the  greatest  possible  accuracy  for  th;  entries  appearing  for 
this  item.   It  is  imperative  that  the  entries  for  this  item 
loe  completed  befor"  the  Mortgage  Schedule,  Form  C,  are  filed 
in  the  Schedule  File  as  otherv;isc  the  correlating  of  items 
25  through  29  of  Form  A  cannot  be  accomplished  properly. 

In  m.any  counties  a  file  of  mortgage  Ga?r-cellations  is 
maintained,  usually  filed  in  Mortgage  Cancellation  Eooks. 
Each  transcript  usually  shows  the  Mortgage  Book  volume  and 
page  number  of  the  cancelled  mortgage.   If  such  a  file  is 
available  the  operation  of  filling  (or  verifying)  item  28 
on  ea.ch  Mortgage  Schedule,  Form  C,  is  simple.  Arrange  the 
Forms  C  according  to  "Mortgage  book  No."  and  "Page  No." 
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(items  17  and  13,  respectively).   Then  compare  each  mortgage 
cancellation  with  its  applicable  schedule,  verifying  or 
making  the  necessary  entries  for  item  28  (Satisfied).   Note 
that  the  entry  for  "Method"  must  he  either  "Fully  paid." 
"Foreclosed,"  or  "Property  transferred  to  mortgagee."  For 
the  purpose  of  this  entry,  do  not  consider  "F.enewal"  or 
"Extension"  as  a  method  of  satisfaction.   If  a  "Renewal"  or 
"Fxtensicn"  is  indicated,  verify,  or  make,  the  correct  entry 
for  item  29  (Extended)  of  the  applicable  Mortgagee  Schedule, 
Fern  C. 

Item  31.   Is  this  mortgage  a  purchase  money  mortga.guT   Enter  an 
"X"  in  the  appropriate  "box  to  indicate  whether  this  mortgage 
is  a  ptirchaso  money  mortgage. 

Obtain  this  information  hy  examining  the  regular  or 
Special  Deed,  or  Sheriff's  Deed  Schedule  (Form  A  or  B) 
immediately  preceding  (in  point  of  time)  the  date  of  re- 
covering this  mortgage.   If  the  name  of  the  grantor  on  such 
a  Deed  Schedtile  is  the  same  as  the  name  of  the  mortgagee 
(item  35)  on  this  Mortgage  Schedule  and  if  the  period  hetweon 
the  dates  of  the  two  instruments  is  not  too  great,  it  is  to 
he  assumed  thr.t  this  is  a  purchase  money  mortgage, 

Note:   This  item  nay  have  been  filled  in  the  limited 
survey.   If  an  entry  appears,  verify  it  at  this  time. 

Item  54.   Was  there  a  mortgage  on  this  property  prior  to  the 

recording  of  this  mortgage.   Enter  an  "X"  in  the  appi'opriate 
hox  to  indicate  whether  a  mortgage  was  outstanding  aga,inst 
this  property  immediately  prior  to  the  recording  of  this 
mortgage.   Obtain  this  information  by  searching  the  file  on 
the  property  for  such  a  mortgage.   See  also  itera  25  (Prior 
liens). 
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Iten  35»   Is  the  mrrtgcgee  on  this  mortgage  t he  same  as  the 
mnrtgagee  on  a  previous  mortgage.   Enter  an  "X"  in  the 
appropriate  hos  to  indicate  whether  the  mortgagee  (item  33) 
on  this  mortgage  is  the  same  as  the  mortgagee  en  any 
mrrtgage  preceding  this  rne  in  the  point  of  time. 

This  item  is  f'-'r  the  Tsurpose  of  ascertaining  whether  this 
mortgage  is  a  renewal  nr  represents  entirely  new  financing. 

Item  36«   Has  this  mor+gage  "been  siihsequently  foreclosed?  Enter 
an  "X"  in  the  apiprcpriate  box  tc  indicate  whether  this 
mortgage  has  "been  subsequently  foreclosed. 

Obtain  this  answer  by  checking  the  file  for  a  regular  or 
Special  Sheriff's  Deed  or  Foreclosure  Schedule  with  a  date 
subsequent  to  the  date  of  this  mortgage  and  on  which  the 
name  of  the  defendant  (item  27,  Form  B)  is  the  same  as  the 
mortgagor  (item  32,  Form  C)  on  this  mortgage.   Also  note  item 
28  (Satisfied)  on  this  mortgage  to  see  if  thr  method  of 
satisfaction  is  foreclosure. 

Item  57.   Tax  appraisal  value.  Enter  here  the  appraisal  value 
of  the  property  for  the  year  in  which  the  mortgage  was 
recorded.   These  data  are  to  be  obtained  from  columns  21 
through  23  cf  the  Tax  Appraisal  Schedule,  Form  D. 

If  no  appraised  value  appears  on   the  Tax  Appra.isal 
Schedule  for  the  year  in  ivhich  th;  mortgage  was  recorded, 
enter  here  the  tax  appraisal  values  for  the  nearest  preceding 
year  in  point  of  time. 

If  the  data  for  land  and  improvements  do  not  appear 
separately  on  the  Tax  Appraisal  Schedule,  enter  here  the  total 
item  only.   If  they  do  appear  separately,  enter  all  three. 

Item  58.   Type  of  property.   Enter  an  "X"  in  the  prope:'r  space  to 
indicate  the  type  of  property  in  the  year  the  mortgage  \7as 
recorded.   Enter  also  the  nujnbcr  cf  \uiits  where  prevision 
is  made  en  the  Form  C.   In  the  instance  cf  "Vacant  urban  lots" 
enter  the  niimber  of  lets.   If  the  number  of  lots  cannot  be 
ascertained,  consider  each  parcel  cf  land  with  a  continuous 
boiondary  as  a  single  lot.   Enter  the  number  of  acres  for 
"Vacant  acreage"  and  "Farm  or  estate." 

In  any  instance  v,-here  the  type  of  property  is  "Industrial 
or  commercial"  or  "Other,"  specify  the  use  to  which  the  property 
was  being  put  as  of  the  particular  year. 
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The  information  for  item  33  (Type  of  property)  is  to  te 
obtained  'bj   reference  tc  col^unns  21  and  26  (ly"pe  of  property; 
NtUD'ber  of  -onits)  on  the  Tax  Appraisal  Schedule. 

Editing  note:   The  "units"  entr;:  for  item  33c  aust  be 
either  3  or  4;  and  for  38d  must  not  be  less  than  5.   The 
"ITumber  of  lots"  entrj'-  for  3Sf  must  be  consistent  with  item 
12  (Lot  numbers).   The  "Utunber  of  acrss"  entries  for  33g 
and  38h  must  ue  consistent  with  item  14  (Size  of  land);  and 
the  entries  for  38j  and  38k  must  include  a  specification  as 
to  the  use  to  which  the  land  v»-as  put  as  of  the  particular 
year. 

Item  39.   Year  roa.jor  structure  was  built.   Enter  here  the  year 
in  which  the  major  structure  was  built.   Transcribe  this 
item  exactly  as  it  appears  in  column  26  (Year  erected)  of 
the  Tax  Appraisal  Schedule  on  the  line  for  the  year  in  which 
the  mortgage  was  recorded.  This  is  to  be  the  date  of  build- 
ing of  the  major  structur.  existent  on  the  property  at  the 
time  of  the  transfer. 

Item  40.   Age  of  major  stricture  on  date  mortgage  was  recorded. 
Enter  here  the  age  in  years  of  the  major  struct^are  as  of  the 
date  the  mortgage  was  recorded.   This  is  the  number  of  years 
elansed  from  the  year  the  majcr  ntructure  was  built  (item  39) 
to  the  date  the  mortgage  was  recorded  (item  15). 

Item  41.   Seed  transferring  property  to  m^ortgagor;   date  recorded; 
boolc;  page.   Inter  here  the  required  information  concernir^g 
the  deed  which  transferred  the  (mortga.=7e)  title  to  the  mort- 
gagor.  Obtain  tuese  data  from,  the  re^r'ilar  or  Special  Deed  or 
Sheriff's  Deed  Schedule  (Form  A  or  D)  en  which  the  name  of  the 
purchaser  or  grantee  is  the  Stune  a<^  the  name  of  the  mortgagor 
as  indicated  in  item  32  of  the  Mortgage  Schedule. 

If  the  transfer  occu.rred  prior  to  the  initial  date  of 
this  suTToy,  reference  must  bo  made  to  the  county  records 
and  the  information  obtained  from  the  original  deed  transcript. 

Item  42.   Iriration  of  ownership  by  mortgagor  prior  to  recording  of 
this  mortgage.   Sntor  hero  the  years  and  months  which  elapsed 
between  the  date-  the  mortgagor  obtained  title  (item  41)  and 
the  date  this  mortgage  v;as  recorded  (item  15). 
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After  all  tlie  atove  qnestions  in  the  foreclcsure  sch.edijle 
have  1)6611  correlauBd,  the  correla.tion  clerk  should  place  his  initials 
in  the  space  "Operation  3"  and  return  this  foreclosure  schedule  in 
the  proper  place  in  the  file  on  the  property. 

F.   Suiiimai'i::ing  Forms  Including  More 
Than  One  Parcel 


It  is  necessary  tiiat  certain  data  appearing  on  th-  Special 
Forms  B   and  C  "be  srr'im.arizt-d  to  the  Suiomary  Forms  3  and  C  Ijefore  tal)U- 
la,tion  can  tefin. 

1.   Su:-jnarip:ing  to  Surimary  Form  P.   The  fcllcvifing  items  are 
to  "be  summarized  from-  the  Special  Forms  B  to  the  Summa.ry  Form  B  re- 
lating to  the  particular  instruments:: 

Item   1.  Area 

?.,  District 

31.  Period  oetwcen  recording  of  mortgage  and  recording  of 

Sheriff's  Deed 

35.  Ihiration  of  ownership  "by  defendant  ***. 

34,  '^/po   of  mortgage 

35.  F  ce  amount 

36.  Interest  rate 

37,  Frcq^icncy  of  regular  payments 
36.  Da.te  of  maturity 

3S.  Term  of  loan  in  jesrs 

40.  Order  of  lien 

41.  Prior  li^ns 

42.  Tax  appraisal  value 

43.  Type  of  property 

Of  theoe  items  all  but  items  1  (Area),  2  (DiGtrict),  42  (Tax 
appraisal  value),  and  43  (Type  of  property)  are  to  "be  summarized  by 
sim-ple  transcription.   First  make  sure  that  the  entries  for  these  items 
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(except  1,  2,  42,  and  43)  appearing  en  the  individu^.l  Special  Forms 
B  are  identical.  Then  transcribe  to  the  Summary  Form  B. 

In  the  instance  of  items  1  (Area)  and  2  (District)  the 
entry  on  the  Siimmary  form  must  depend  upon  whether  the  parcels 
involved  arc  all  in  the  same  tabiilatin^;  district  or  m.ajor  area. 

If  all  parcels  included  are  in  the  same  major  area,  enter 
the  name  of  the  :aaJor  area  on  the  STU;mary  form  in  answer  to  item  1 
(Area).   If  the  parcels  lie-  in  more  than  one  major  area  "but  all  lie 
within  the  county,  enter  "Inside"  in  answer  to  item  1.   If  one  or 
more  of  the  parcels  lie  outside  the  co\inty,  enter  "Outside"  in  answer 
to  item  1  (Area). 

If  all  parcels  included  lie  r/ithin  the  same  district,  enter 
the  corresponding  district  number  in  anbwor  to  item  2  (District)  on 
the  Summary  forms.   If,  however,  the  parcels  lie  within  more  tha,n  one 
district,  enter  "More  than  one"  in  answer  to  item  2  (District). 

For  iter.  42  (Tax  appraisal  value)  the  specific  vrlues  appear- 
ing on  the  individual  Special  Forms  B  ;TJ.st  be  summarized  by  addition. 
Tax  appraisal  values  rrast  a,ppear  on  all  the  individual  Special  Forms 
B  (except  those  on  which  "Outside"  has  been  entered  for  item  3 
(Municipality)  or  they  cannot  be  cijmrarized.   If  tax  appraisal  values 
appear  or.  all  Special  Forms  E  for  "Land"  and  "Improvements"  as  well  as 
"Total, "  summarize  all  three  items  by  addition.   If  the  value  for  "Land" 
is  missing  in  ar^  instance,  do  not  sunnarize  it;  similarly  do  not 
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summarize  "Ijiprovements"  cr  "Total"  unless  these  items  appear  in  each 
instance,  tut  summarize  whicliever  of  the  three  values  does  appear  on 
all  tho  Special  Foms  (except  the  "Outside  group";. 

In  the  instance  ci  item  45  (Type  of  property')  do  not  suiumari^e. 
Enter  across  this  item  on  the  Summary  Form  B  the  v7ords  "More  than  one" 
signifying  more  th^n  one  property  is  included.   This  is  to  he  entered 
even  though  the  type  of  property  is  the  sam"  for  all  included  parcels. 

2.   Suiumai-izinq  to  S\'uaiiary_  Form  G.   The  following  items  are 

to  be  sumnia.rized  from  the  Special  Fotkis  C  to  the  Summary  Forms  C  relating 

to  the  particular  mortgage:. 

Item   1.  itrea 

2.  District 

35*  Has  this  mortgage  oeen  suosequently  foreclosed? 

37.  Tax  apTiraisal  value 

33.  Type  of  property 

Of  the  acovc  items,  item  35  is  to  to  entered  on  the  Sumnary 
Form  C  hy  simple  transcription.   First  moke  su"c  that  the  entries  for 
this  item  appearing  on  the  indi-vid'oal  Special  Forms  G  are  identical. 
Then  transcrihe  to  the  S^iimmary  Form  G. 

In  the  instance  of  items  1  (Area)  and  2  (District),  the 
entry  on  the  Sum.mary  fom  rust  deperd  upon  whether  the  parcels  in-"-olved 
are  all  in  the  same  tabulating  district  or  major  ai-ea. 

If  all  pa.rcels  includ^.d  are  in  the  sane  major  area,  enter 
the  name  of  the  major  area  on  the  Summary  form  in  answer  to  item  1. 
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If  all  parcvls  incK^ded  li«  witl'.in  the  same  district, 
enter  th?  correspond ing  district  nnmoer  in  answer  to  item  2  (Dis- 
trict) on  the  Summary  lorias.   If,  however,  the  parcels  lie  within 
laore  thian  one  dit.trict,  enter  "More  than  one"  in  answer  to  item  2 
(District). 

Tor  item  37  (Tax  appraisal  value)  the  specific  values  appear- 
ing on  the  individupl  Special  Foi'ms  C  must  he  summarised  hy  addition. 
Tax  appraisal  values  must  appear  on  all  the  individual  Sioecial  Forms  C 
(except  those  on  w'lich  "Outside"  has  ocen  entered  for  item  ?  "Munici- 
pality") or  these  values  cannot  he  suni;;prizea.   If  tax  appraisal  va.lues 
appear  on  all  Special  Forms  C  for  "Land''  and  "Improvements"  as  vjell  as 
"Total,"  summarize  all  three  iteris  ty  addition.   If  the  value  for  "Land" 
is  missing  in  any  instance,  do  not  summarize  it;  simila.rly,  do  not  sum- 
marize "Improvements"  or  "Total"  unless  these  items  appear  in  each 
insta,nce,  hut  summarize  whichever  of  the  three  values  does  appear  on 
all  the  Special  Ferns  (except  the  "Outside  group"). 

In  the  instance  of  item  38  (Type  of  property)  do  not  sum- 
marize.  Snter  a  "ross  this  item  on  the  Summary  Form  C  the  words  "More 
than  one"  signifyin^c  more  than  one  property  is  included.   This  is  to 
he  entered  even  though  the  ty]Te  cf  property  is  the  same  for  all 
included  x)a.rcels. 
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